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To His Excellency the Right Honourable the Earl of Athlone, K.G., P.C., G.C.B., 
G.C.M.G., G.C.V.0., D.S.O., Governor General and Commander-in-Chief of 
the Dominion of Canada. 


May Ir Puease Your ExcELuENcy: 


The undersigned has the honour to lay before Your Excellency the accom- 
panying report of the Civil Service Commission of Canada for the year ending 
December 31, 1941. 


Respectfully submitted, 


NORMAN A. McLARTY, 
Secretary of State. 


Orrawa, JuLy, 1942. 


Ortrawa, JULY, 1942. 


Tue HonouRABLE Norman A. McLarty, 
BC. BA. KCC, 
Secretary of State of Canada. 


Srr,—In conformity with the provisions of subsection 4 of section 4 of the 
Civil Service Act (chapter 22, Revised Statutes of 1927), I have the honour to 
submit herewith the report of the proceedings of the Civil Service Commission 
of Canada for the year ending December 31, 1941. 


I have the honour to be, sir, 
Your obedient servant, 


CHARLES H. BLAND, 
Chairman. 
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THIRTY-THIRD ANNUAL REPORT 
OF THE 
CIVIL SERVICE COMMISSION 


The chief endeavour of the Commission in 1941, as in the two previous 
years, was to give the greatest possible service to the war departments in the 
selection and appointment of their civilian staffs, the investigation of their 
needs for additional assistance, the regulation of their rates of pay and the 
improvement of their organizations andsestablishments. By war departments 
are meant the departments of National Defence, National Defence, (Naval 
Services), National Defence for Air, Munitions and Supply, National WarServices, 
Wartime Prices and Trade Board and the other units directly connected with 
the war effort. The Commission, at the same time, has carried out the pro- 
visions of the Civil Service Act with reference to examinations, appointments, 
promotions, classification, compensation and organization in the regular depart- 
ments. 


As the Public Service personnel agency, the Commission has been of consider- 
able assistance to the departments, and especially to the war units, throughout 
the year. There has been co-ordination of the effort to secure, select and appoint 
suitable additions to the civilian staffs. There has also been a desirable result 
from the Treasury Board’s directions to the Commission to investigate carefully 
into the need for new appointments and into the salaries which should be 
paid new appointees. Thus, in addition to securing the best-qualified persons 
for employment, the Commission has prevented the unnecessary expenditure of 
considerable sums of money by checking closely upon needs, qualifications and 
rates of pay. 


The Commission’s work in the year increased greatly, the number of 
persons appointed, for varying terms, being 31,061 as compared with 19,300 
in 1940. 


APPOINTMENTS 


Order in Council P.C. 1/1569 of the 19th April, 1940 (see page 12 of the 
1940 Report), provided that appointments to war positions should, unless 
Treasury Board otherwise directed, be made by the Civil Service Commission 
“after such tests of qualifications as the Commission considers practicable 
and in the public interest”. In administering this direction the Commission 
has endeavoured to apply the principles of the Civil Service Act, though the 
peacetime procedures contemplated by the Act could not, necessarily, in all 
cases be followed. It has endeavoured to exercise sufficient checks and balances 
to make certain that only qualified persons are appointed; and it has regarded 
it as of prime necessity that the best qualified available persons should be 
selected as quickly as possible and in time to meet the needs of the employing 
departments. 


Three Orders in Council closely affected the recruitment of new employees 
for the Public Service. Order in Council P.C. 4759 (see page 15), of June 27, 
forbade the employment, in the Public Service, of men fit for fighting duty. 
Obvious anomalies which might have resulted from this sweeping measure 
were avoided by a provision permitting employment in the public interest of 
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men whose usefulness to the immediate war problem was greater in specialized 
key civilian positions than in the armed forces. Abuse of this potential loop- 
hole was prevented by the immediate creation by the Commission of a com- 
mittee to deal with all departmental applications for such exemption, and only 
clear cases of public necessity received approval. Of basic importance to this 
program was the classification of men into army medical categories by branch 
medical boards administered by the Department of National Defence. Without 
their co-operation it would not have been possible to review the huge registers 
of eligibles in hand in the Commission when the Order in Council was passed, 
nor would it have been possible to deal expeditiously with the very considerable 
stream of applicants (many of whom prove ineligible for employment, for this 
and other reasons) that passes steadily through the Commission. 


Order in Council P.C. 6/4937 of July 9 (see page 15), provided that 
employees of the Public Service could not be approached with offers of employ- 
ment elsewhere without the agreement of the department in which they were 
employed. This followed a previous Order in Council (P.C. 6286 of November 
7, 1940, see page 17), forbidding the employment of persons engaged in essential 
war industry unless such person was not actually engaged in his usual trade or 
occupation. 


The tightening of the employment field necessitated a thorough searching 
for competent help and a more exact examining of marginally qualified or youth- 
ful help. Following priority principles, the Commission has now to find, before 
offering a candidate employment, where he is employed and whether his employer 
is engaged on war work; his eligibility for enlistment in the armed forces; his 
citizenship and country of birth; and proof of his allegiance and dependability. 
This is in addition to the regular work of establishing the candidate’s technical 
proficiency and his ability to perform the duties of his position. 


To meet the situation, in which quick follow-up of examined candidates 
is necessary, the Commission has established local offices in Montreal, Toronto, 
Winnipeg, and Vancouver. The merits of decentralization, under strong central 
control and direction, are too obvious to need enumeration. 


Large consumers of personnel during the year included the quickly growing 
Wartime Prices and Trade Board, and the steadily developing Unemployment 
Insurance Commission. The work on the Census demanded 1,200 clerks. 
Army, Navy and Air Force continued to expand, with new impetus in Western 
Canada and the Pacific Coast following Japan’s entry into the war last Decem- 
ber. Vigorous expansion of various technical civilian services proceeded imme- 
diately in permanent departments affected. Throughout the year Postal 
Censorship has made steady demands on the supply of persons of favourable 
origin with a thorough knowledge of German and German script. 


The demands for trained stenographers and typists also became increasingly 
difficult to satisfy. Provision was made for the immediate testing and rating 
of all candidates, as they applied; publicity was made more intense and direct; 
training in these fields was encouraged; standards for junior employees were 
necessarily modified for employment groups which showed promise of quickly 
increasing usefulness after appointment. The usual limitations regarding age 
and marital conditions were also relaxed in an endeavour to secure sufficient. 
trained stenographers and typists. As the year closed, while the national 
supply of stenographers and typists was being fully utilized, it appeared to lag 


behind the requirements of this highly complex, and no less highly documented, 
war. 


Among the newer aspects of the year’s work was the increased use of girls 
and women. ‘The use of Office Girls, instead of Office Boys, has proved highly 
satisfactory in Ottawa. Still being tested was the employment of women in 
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the large Post Offices as Postal Clerks, much of the work being part-time. In 
all offices, clerical staffs became predominantly female, and young women with 
specialized experience or training assumed a larger share of responsibility. 


During the year it became evident that increased accommodation for junior 
female employees who had come to Ottawa from other parts of the Dominion, 
was urgently needed. After consultation with the departments concerned, the 
Commission recommended that an appropriation be set aside for the purpose 
of low-priced but satisfactory accommodation for these Junior employees, and 
Wartime Housing, Limited, was authorized to proceed with the erection of the 
necessary buildings. The Commission was subsequently advised, however, 
that the scheme would not be proceeded with for the time being. The need 
for such accommodation grows greater as time passes, both from the point of 
view of necessary assistance in the recruitment of these lower grade employees 
and from that of proper conditions for their health and well-being when employed 
in Ottawa. The Commission has renewed its recommendations to the Treasury 
Board for the provision of this accommodation at the earliest possible date. 


In order constantly to provide the best qualified and available applicants 
for work in the Public Service, in many classes ‘‘continuous”’ eligible lists have 
been set up so that as new applicants are found they are examined and, if qual- 
ified, their names are entered in the order of merit on the list. 

Pressure of work and the necessity of concentrating always on its main 
function of filling departmental requirements forced the Commission towards 
a new step. Posters appearing at the end of this period notified candidates 
that they could not necessarily expect to hear the results of examinations they 
attempted, except for the call to report to work. Always a formidable consumer 
of clerical and stenographic time, this service, like many other peace-time 
necessities, may have to be suspended entirely for the duration., 

Revision has also been made of the procedure in granting permanent status. 
Permanency is for the present restricted to positions normally filled by female 
appointees, to men who have had military service overseas, and to persons 
who were appointed by competition before the outbreak of the present war. 

While all appointments made by the Commission are subject to a period of 
probation, and rejection by the department if found unsatisfactory, it is grati- 
fying to the Commission to note that there have been very few rejections by 
the departments of the persons assigned for work. 

The preference in appointment to qualified persons who had overseas active 
service in the war 1914-1918 was brought up to date by Order in Council P.©. 
85414 of November 1 (see page 16), which extends it to those “who have served 
with the Naval, Military, and Air Forces” in the present war, and who were 
residents of Canada at the time they became members of the Forces. 


PROMOTIONS 


The Treasury Board restriction of reclassifications to war departments and 
the relatively small number of permanent employees in such organizations has 
reduced considerably the number of promotions arising out of such action. 
In the past year they have numbered only 79 as opposed to 384 in the preceding 
twelve months. This must be supplemented, however, by 138 temporary 
reclassifications limited to the duration of the war, with the provision that the 
employee shall subsequently revert to his former classification and salary. 
Promotions arising out of death, resignation, retirement, etc., numbered 1,104. 

The appeal procedure in connection with promotions is working satisfac- 
torily. While the number of cases in which the result of the promotional com- 
petition was found unjustified by the Appeal Board is very small, nevertheless 
the Commission feels that the procedure is serving the purpose for which it 
was intended, inasmuch as it clears up doubts in the minds of the contestants 
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and serves also to impose greater caution upon the rating officers, whose findings 
may be called in question. The procedure has been extended by the establish- 
ment of rating boards for promotions at customs ports, whose work. is found 
to be more systematic and less open to charges of prejudice than when the 
ratings are made by individual heads of divisions who are more likely to be 
influenced by personal opinion. d 


LEAVE OF ABSENCE 


The growing application of the Civil Service Leave Regulations, or other 
regulations differing only in minor points, to the staffs of divisions or units 
not governed by the provisions of the Civil Service Act has brought up the 
question of the treatment to be accorded to persons hitherto employed in these 
so-called exempt positions when they are brought either by legislation or new 
appointment under the jurisdiction of the Civil Service Act. Hitherto they 
have been treated as new employees with no accumulated leave credit even 
though they may have heen employed for some years in another Government 
organization. Arrangements have now been made whereby such employees are 
furnished with a leave credit when they come under the provisions of the Civil 
Service Act; such leave credit being based upon the Civil Service Regulations 
and calculated according to the statement of absences supplied by their former 
place of employment. 


Permanent female employees reassigned after marriage have in most cases 
been required to forego the whole or a portion of their retiring leave unless the 
department in which they were employed was willing and able to wait for them 
for that length of time. As a slight means of redress they were paid for the 
period represented by retiring leave at the salary to which they had attained 
during their permanent employment and were not recertified as temporary 
employees at the minimum of the class until the period of retiring leave had 
expired. There is a certain degree of unfairness in this procedure but, on the 
other hand, it is to the employee’s advantage to remain in her former position 
without any break in service, thus preserving her sick and special leave credits. 
The employee also stays with the work and surroundings which she knows and 
is assured of further employment without waiting, whereas, if she took her 
retiring leave and was definitely separated from the Service, she could only, 
as a married woman, be placed at the end of the eligible list and must wait for 
reassignment until all the single eligibles had been placed. On the whole there 
has been a general willingness on the part of the employees to accept these 
conditions. 

PERMANENCY 


The Quota Regulations restricting permanency had been causing consider- 
able hardship and agitation in the public service for a number of years until 
finally as a result of strong representations from a number of sources, including 
recommendations from the Civil Service Commission, they were rescinded in 
August, 1939. These Regulations had had the effect of withholding permanent 
status from employees in permanent positions for long periods, whereas the 
Civil Service Act contemplated permanent appointments, with the attendant 
salary increases consistent with increased training and efficiency in the Ser- 
vice. The Treasury Board regulations providing a quota were cancelled by 
Order in Council P.C. 2259 of August 11th, 1939, and one year of tem- 
porary service prior to permanent appointment was substituted. This at 
least would have effected a uniformity and set a limit to the term of 
temporary employment. The Quota Regulations, however, were revived 
within ten months thereafter, under the provisions of P.C. 32/1905 of May 
10th, 1940. The war services can be kept on a temporary basis without the 
Quota Regulations and, in fact, they serve no practical use in this respect. 


REPORT OF THE COMMISSIONERS 9 


As regards the peace-time departments, they impose an unfair burden upon 
employees of long service in preventing them from enjoying the benefits of 
superannuation, promotion and increased pay, and the impairment of morale 
and efficiency thus effected is in no way compensated for by the small monetary 
saving. The Commission recommends the cancellation of the present Quota 
Regulations, in order that employees giving satisfactory service in work of a 
continuous nature may be given the benefits of permanent status. 


ORGANIZATION, CLASSIFICATION AND COMPENSATION 


Orders in Council P.C. 1/1569 of April 19th, 1940, and P.C. 32/1905 of 
May 10th, 1940 (see pages 12 and 15 of the 1940 Report) continue in effect. 
The first mentioned provides that all temporary establishments, including 
wartime establishments, are subject to approval by the Treasury Board on 
investigation and report as to need and rates of pay by the Civil Service Com- 
mission. The demand for additional civil staff in wartime services has con- 
tinued unabated, and the Commission has been under constant pressure through- 
out the year to cope with the work in wartime organizations. In addition to 
investigation as to the need of positions and suitable rates of pay, the Commis- 
sion has been consulted on organization problems and on ways and means 
of organizing new work. In numbers of cases, for new services, salary plans 
and staff organizations on a Dominion-wide basis required to be formulated 
within a few days or weeks. It is of interest to note that bodies which do not 
fall within ordinary Civil Service procedure have sought the assistance and 
advice of the Commission as to their problems of wartime organization and 
civil personnel. 


Order in Council P.C. 32/1905 mentioned above restricts the reclassification 
of positions to temporary employees working in units engaged exclusively on 
war work. Rapid changes take place in wartime organizations, with constant 
re-allocation of duties to staff at the same time as new staff are being acquired. 
It is desirable that the classification and pay of temporary employees keep pace 
with their duties<and responsibilities, and it is necessary and right that older 
employees should have their positions adjusted correctly relative to more recent 
appointments. Consequently the Commission has been called upon to deal 
with a large number of reclassifications of temporary employees. Because of 
the unrest and dissatisfaction which would arise out of errors of ill-advised 
adjustments, the Commission has endeavoured to make full inquiries and 
complete surveys of units rather than deal with individual cases. While it has 
been impossible to investigate at all points outside Ottawa, frequent investi- 
gations have been made in the larger centres. A new temporary war service 
equal in size to the permanent service has been assembled and managed within 
the Civil Service classification plan, with slight modifications to meet wartime 
conditions, and this has created a very heavy load of work for the comparatively 
few officers who were trained in and available for this class of work. 


The Civil Service is in competition for staff with a large variety of institu- 
tions that make a practice of granting increases from time to time to employees 
who come to them as novice workers in the lowest paid erades. The Com- 
mission recommended that similar increases in pay should be granted within the 
Service; the Treasury Board declined to approve. The Commission is still 
of the opinion that its recommendation was equitable and that the present 
lack of increases operates unfairly for the lowest paid class of workers in the 
office services. The Commission also feels that the denial of increases 1s of 
doubtful benefit from a financial or expenditure point of view, since it unquestion- 
ably contributes to the difficulty of obtaining staff which, in turn, has induced 
a higher grading of positions for certain classes of work or the lowering of qualifi- 
cations and examination standards, or both. When the Commission complains 
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of the difficulty of finding the required staff it should be appreciated that the 
staff required, although for civil occupations, is for the most part needed for 
essential war services, on some of which the expansion of industry on wartime 
production is dependent. The Commission again expresses its opinion that 
periodic increases for temporary employees in the lower grades would not only 
be beneficial and desirable but also economical, and would prevent the present 
constant pressure for still greater increases to the next salary grade. 

The Commission renewed its recommendations during the year, that pro- 
vision should be made whereby permanent employees who have been loaned 
for work in the war departments, should be granted the compensation which 
properly belongs to the duties which they are performing. While permanent 
public servants are glad to make every sacrifice in the war effort, the Commis- 
sion does not believe it to be desirable in the interests of efficiency or morale 
that there should be too great a discrepancy between the salary of a permanent 
public servant and the salary of a temporary employee when both are doing 
the same work. 

The table of statistics on opposite page indicates the results of the Com- 
mission’s work in the field of organization, classification and compensation. 


ACKNOWLEDGMENTS 
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assistance in investigating the integrity and freedom from subversive activities 
of persons appointed to the Service. ‘ 

The Commission also desires to express its appreciation of the co-operation 
given it in its work by the departments of government, by the persons who 
served on the Advisory Examining Boards as shown on page 34, by the organiza- 
tions of ex-servicemen, by civil servants’ organizations, and by the devoted 
and effective work of its own staff. The latter has been most marked during 
the year, and without it the service which the Commission has been able to 
give to the departments would have been impossible. 
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STATISTICS OF ORGANIZATION, CLASSIFICATION AND COMPENSATION 


Repvuction at INSTANCE 


DEPARTMENTAL 
PROPOSALS or Crvit SERVICE 
CoMMISSION 
‘ t At 
Immediate} Maximum | Immediate} Maximum 
of Class of Class 
$ $ 
Reclassification of Positions— Increased Cost 
2,849 recommended for upward revision............ 716,978 22h OS an eete aire 1c omrcs rents ses 
80 recommended with modifications............ 37, 360 37,360: 14,420 14,420 
BAUR CIUCSTS CLODICGIin messsarcteysicieruie sis lefalo # eis eheley eye's 106, 040 111,340 106, 040 111,340 
16 changes in class compensation................ 4,460 4,020 960 1,080 
864,838 874,828 121,420 126,840 
Less net reductions at instance of Commission 121,420 TIGESAO Nests eat tal ve hee cto 
Net cost of reclassifications.................. 743,418 TAL. GOSE lyse ete eye iste te crstelalote stents 
25 positions modified: savings from modification of 
requisitions for filling existing positions...........]........- Sell ON Gane cees 11,030 13, 460 
Reduction in rate for new positions of Census Clerks, 
1,280 employees for current Consus... ..... 06s. ce elec eevee ener efocereceveees 221,400 73,800 
Creation of additional positions:— 
21,926 dealt with, of which 356 recommended 


WiGhIModiHCaiOns/ andi oceiG ONICM ts wielas site |loicir © si aiie|jereles «ea elec» 175, 486 175,786 


Total modifications and reductions at instance of 
(Geta Teh CEs To) rece Np Oe ake RUE SRI SG: Mic ON) (Gigi AC (aera en 529, 336 389,886 


a 


48344—3 


a eae 
ee he 


Vi, cn 
S icansealen acl ier ioc 
eit Ha haat : 


ary a 
—s 


‘ ‘ 


4 Lo, ‘ A é 
c iy M "i A ’ , i ae isms zien tad : 
‘ ae pan Ae oy a ” 


=a 


nl i i ia 

iS * eo V4 

7 ‘us { .” 
et oe gibi ey 5 ¢ 


ery <4 f A 


mr hay My , es e*peeiieae ve tat 
- ey Pu ey he i yal biioeg 1 aa > aa (gna 

ak od g AD, ~, Sy dah aay ri 
Hag aha Fapvanas thf whe + vom Gaming 
St 


WE eter. nt als om 
re i 
i iy ’ { : - 
a | ; I 
_ ‘ J é i qi i, ft 
7 i a F ie : 
\e f g 
ve . ’ 
. I 1 
0 i 
i ; bes 
Ty ’ > 4 


Pini, 


. 


—— i ee ee 


= 
aT 
7 
> = 
><. 
_ 


ORDERS-IN-COUNCIL 
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P.C. 4759 
AT THE GOVERNMENT HOUSE AT OTTAWA 
Fripay, the 27th day of Junn, 1941. 


PRESENT: 
THE DEPUTY OF 
His ExcELLENcY 
Tue GoveRNOoR GENERAL IN COUNCIL: 


Whereas it is deemed desirable in the public interest that men of military 
age and otherwise eligible be available to enlist for service in the Armed Forces 
of Canada; 

And whereas many young men who are now employed in the Public Service 
are enlisting in the Forces; 

And whereas it is deemed desirable that their places should be filled when- 
ever possible by female employees or by male employees who are not eligible 
for service in the Forces; 

Therefore, The Deputy of His Excellency the Governor General in Council, 
on the recommendation of the Secretary of State, is pleased to order and doth 
hereby order and direct that during the continuance of the present war and 
until it is otherwise ordered, no male person of military age shall be appointed 
to the Public Service unless he is ineligible for service in the Forces, or unless 
the Civil Service Commission certifies that his appointment is necessary in the 
public interest. 


(Sod?) A De Pr. HEENEY. 
Clerk of the Privy Council. 


P.C. 6/4937 


Certified to be a true copy of a Minute of a Meeting of the Treasury Board, approved 
by His Excellency the Governor General in Council, on the 9th July, 1941. 


FINANCE 


The Board had under consideration a memorandum from the Honourable 

the Minister of Finance reporting: 

“(1) That under pressure of war conditions and the resulting demand for 
trained staff in the Public Service, a condition of unrestricted com- 
petition has developed within the Public Service for services of trained 
personnel ; 

(2) That this condition is aggravated by offers of commissioned rank in 
the Naval, Military and Air Services to employees of the Public 
Service; 

(3) That this internal competition has a tendency to— 

(a) Increase compensation unduly with respect to the services to be 
performed not only of the individuals concerned but of the Public 
Service as a whole. , 

(b) Cause an abnormal turnover of staff detrimental to the efficient 
functioning of the Public Service; 

(4) That without impeding normal and warranted progress of employees 
in the Public Service, and without placing undue restrictions on 
appointment of employees in the Public Service to commissioned rank 
in the Naval, Military and Air Services, where such appointments are 
in the public interest, it is desirable to control such competition for 
the services of employees within the Public Service. 
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Accordingly, the undersigned, under authority of the War Measures Act, 
has the honour to recommend that an employee of the Public Service may not 
be approached with an offer of employment in any other department or branch 
of the Public Service or with an offer of appointment to commissioned rank in 
the Naval, Military or Air Services unless the deputy head of the department 
in which such person is employed agrees to such offer being made and reports 
that, in his opinion, it would be in the public interest to release such employee 
for the purpose of accepting the appointment in question.” 


The Board concur in the above report and recommendation, and submit 
the same for favourable consideration. 


(Sed.) A. D. P. HEENEY, 
Clerk of the Privy Council. 


P.C. 854% 
AT THE GOVERNMENT HOUSE AT OTTAWA 
SATURDAY, the lst day of November, 1941 
PRESENT: 


His EXcELLENCY 
THE GOVERNOR GENERAL IN COUNCIL: 


Whereas Sections 29 and 30 of the Civil Service Act, Chapter 22 of the 
Revised Statutes of Canada, 1927, provide preference, in the matter of appoint- 
ments to the Public Service, to persons who during the Great War served with 
the forces of His Majesty or any of the allies of His Majesty; 


And whereas the Special Committee of the House of Commons on the 
Pension Act and the War Veterans’ Allowance Act, having heard evidence on 
the matter of extending such preference to persons who have served or may 
serve with the forces referred to herein, recommended as follows in its Report 
of the 11th June, 1941. 


“That the statutory preference granted to certain categories of 
ex-service men under Section 29, Subsection 4 of the Civil Service Act 
(Chapter 22-1927) should be extended to ex-service men of the present 
war who were resident in Canada prior to such service.” 


And whereas, in view of the number of persons who have been discharged 
from the forces after honourable service during the present war, and who are 
now available for and desirous of securing employment in the Public Service, 
and having in mind the advantages to be derived from such method of re- 
establishment, it is considered that such preference should now be made avail- 


es a such persons who, at the time of their enlistment, were resident in 
anada. ; 


Now, therefore, His Excellency the Governor General in Council, on the 
recommendation of the Minister of Pensions and National Health, concurred 
in ‘by the Secretary of State, and under the authority of the War Measures Act, 
Chap. 206, Revised Statutes of Canada, 1927, and notwithstanding anything 
to the contrary contained in the Civil Service Act or any other act or regulation, 


is pleased to make the following regulation and it is hereby made and established 
accordingly,— 
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REGULATION 

The provisions of Sections 29 and 30 of the Civil Service Act, Chapter 22 
of the Revised Statutes of Canada, 1927, shall apply to persons who have served 
with the naval, military and air forces of His Majesty and any of His Majesty’s 
allies during the war with the German Reich which, for the purpose of this 
regulation, shall be deemed to have commenced on the first day of September, 
one thousand nine hundred and thirty-nine, and when any persons who have 
served as aforesaid have died owing to such service, to the widows of such 
persons; provided such persons were residents of Canada at the time they 


became members of such forces. 
(Sgd.) A. D. P. HEENEY, 
Clerk of the Privy Council. 


P.C. 6286 
AT THE GOVERNMENT HOUSE AT OTTAWA 
Tuurspay, the 7th day of November, 1940 


PRESENT: 
His EXcELLENCY 
THE GOVERNOR GENERAL IN COUNCIL: 


Whereas the Minister of Labour reports that it is deemed necessary to 
promote the orderly employment of labour and to the end that the production 
of munitions, war equipment and supplies may not be hampered and, without 
limiting the individual rights of the workers, to prevent employers endeavouring 
to entice to their service those who are already engaged in the production of 
munitions, war equipment and supplies, by advertisement, or other form of 
solicitation; 

Therefore, His Excellency the Governor General in Council, on the recom- 
mendation of the Minister of Labour, and under the authority of the War 
Measures Act, is pleased to make the following regulations and they are hereby 
made and established accordingly :— 


REGULATIONS 


1. No person, firm, corporation, or agent thereof shall 

(a) advertise in any newspaper, periodical or magazine, 

(b) write, send or publish any letter, circular or notice, or 

(c) display any poster, placard or other writing or document conveying 

to the public any information 
for the purpose of engaging or employing anyone for service in any industrial 
or manufacturing establishment, or having reference to employment therein 
or designed or intended to induce any worker or employed person to enter the 
employment of any such person, firm or corporation, without inserting in clear 
type in any such advertisement, letter, circular, notice, poster, placard or other 
writing or document words to the following effect: 

‘Applications will not be considered from persons in the employment 
of any firm, corporation or other employer engaged in the production of 
munitions, war equipment, or supplies for the armed forces unless such 
employee is not actually employed in his usual trade or occupation.” 

2. No person, firm, corporation, or agent thereof shall directly or indirectly 
solicit by word of mouth any person to enter his employ who is at the time 
engaged in the manufacture of munitions, war equipment, or supplies for the 
armed forces, unless such employee is not actually employed in his usual trade 
or occupation. . 

3. Every person who contravenes or fails to comply with any provision 
of these regulations shall be guilty of an offence and shall be liable on summary 
conviction to a fine not exceeding five hundred dollars. 

(Sed.) A. D. P. HEENEY, 
Clerk of the Privy Council. 
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REPORT OF THE COMMISSIONERS 


Table No. 


during 1941 


Class of Position Department 


Aerodrome Keeper, Grade}Transport 


2. 

Agricultural Assistant, Agriculture 
Range 9. 

Acti Assistant, 
Ranges 6, 8 and 9. 

Agricultural Assistant, 
Ranges 6 and 9. 

Agricultural Economist, 
Grade 1 (Bil.) 

Agricultural Scientist, 
Grade 3. 

Agricultural Scientist, 
Grade 2 (Male). 

Aircraft Foreman 
Mechanic. 

Airport Attendant, Grade2 


“cc 
aisle inital enn 
“cc 


“ee “cc 


Grade2 
Airport Manager, Grade 1 


Bupere Traffic Control 


fficer. 


“ “ 


Bariicteorolocicalied) 1a) SOR neh... 
Assistant, Grade 3. 


Airways Service Man.... 


ev eeeeee 


Mines and 

Resources. 

Assistant Engineer (Re-|Agriculture 
frigeration) (Bil.). 


Assistant Zoologist....... 


Assistant Engineering Mines and 
Clerk. Resources. 
“ “ “ “ 
“ “ “ “cc 
Assistant, Grade 3, Agriculture....... 


Experimental Farm. 
“ “oc 


Assistant, Grade 1, 
Experimental Farm. 

Assistant Home 
Economist (Female). 


Assistant Inspector, Civil|Transport 
Aviation. 

Assistant Mechanical 
Engineer. 

Assistant Migratory Bird|Mines and 


RUISGICE ios cranes 


eaen (Part Time)| Resources. 

Bs) 

Assistant Photographer...|Trade and 
Commerce. 


Bindery Girl Public Printing 
and Stationery. 
Bookbinder Public Archives. . 
Bridgekeeper and Bridge-|Transport 
keeper and Caretaker 
(Part Time). 
Bridgeman (Seasonal)... . 


Public Works..... 
Bridgeman and Regulat-/Transport........ 
ing Weir Attendant 
(Seasonal). 


Bridgemaster (Seasonal) . se 


48344—4} 


Place 


Province of Ontario. 


Ottawa and Sum- 
merside, P.E.I. 
Ottawa 


Belleville, Ont...... 
Lethbridge, Alta... 


Alberta, Saskat- 
chewan and 
Manitoba. 

Province of Ontario. 

Lethbridge and 
Calgary, Alta. 

Where required 


ifs 


British Common- 
wealth Air Train- 
ing Scheme. 

Fort St. John-Prince 
George, B.C.- 
White Horse, Y.T. 

Ottawa 


Saanichton, B.C.... 


Saanichton, B.C. 
and Harrow, Ont. 
Indian Head, Sask.. 


Alberta, Saskat- 
chewan and 
Manitoba. 

Where required 


Trent Canal, Ont... 


Burlington Channel 
Bridge, Ont. 
Welland Canal, Ont. 


Pretoria Avenue 
Bridge, Rideau 
Canal, Ottawa. 
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1—Competitive Examinations held by the Commission 


Date of Number of Applications 
Naver.) |——— ee ee 
tisement | O.A.S.| Civilian | Total 
5- 7-41 11 30 41 
19- 4-41 il 3 4 
1- 3-41 2 108 110 
2- 8-41 1 19 20 
1- 3-41 1 13 14 
DAS ao 2 Ul 10 10 
19- 3-41'}...5.... 6 6 
29-11-41 2 9 il 
8- 2-41 31 136 167 
25-10-41 4 20 24 
15- 2-41 i) i) 18 
8- 2-41 3 50 53 
12- 7-41 8 60 68 
10- 5-41 1 100 101 
29-11-41 2 21 23 
23- 8-41 4 32 36 
5- 7-41 1 4 5 
11- 1-41 2 68 70 
19- 7-41 4 174 178 
5- 9-41 4 168 172 
12- 4-41 ]........ 10 10 
5- 7-41 1 24 25 
G=12-41) | sere 9 9 
18-12-41 |........ 62 62 
27- 9-41 30 62 92 
9- 8-41 10 35 45 
26- 3-41 }........ 3 3 
14=16-41 |i. tsee 34 34 
20-9241 2 111 111 
1i- 1-41 1 24 25 
26— 4-41 5 sig 16 
15-11-41 2 2 4 
12- 441 22 16 38 
24— 5-41 6 10 16 


22 CIVIL SERVICE COMMISSION 
Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 
yee of | Number of Applications 
; ition Department Place ver- 
Sra. EN : tisement | 0.A.S. | Civilian | Total 
Bridge Motorman and|Transport......... Cornwall Canal, 14- 3-41 8 14 22 
Lock Motorman Ont. 
(Seasonal). 
Caretaker, Grade 3...... Mines and Amherstburg, Ont..| 14- 6-41 ]........ 4 4 
Resources. 
ee Grade 3....... Public Works..... Dawson City, Y.T..} 5- 7-41 3 1 4 
‘: Grade siete Mines and Edmonton, Alta....| 18- 1-41 16: 5 21 
Resources. 
a: Grade 3....... Public Works..... Listowel, Ont....... 15-11-41 10 4 14 
és Gradeistnenaac ATG a cee Melfort, Sask....... 25-10-41 4 2 6 
ce Grade o meas Mines and Victoria, Cheese oe 26- 3-41 9 1 10 
Resources. 
x Grade 2....... National Defence.|Cobourg, Ont....... 18— 1-41 3 1 4 
* Grade2e.neoe National Defence|/Cormorant Lake, 2- 8-41 Pe 2 4 
for Air. Man. 
a Soe Fie Seat Public Works..... Himuira> Ontee seceee 18- 1-41 7 1 8 
ss Grade 2.230. National Defence.| Kitchener, Ont..... 18-1-41 7 1 8 
% ans : (Bil.). C3 - Hes; deeQPe, anaes 5- 9-41 2 1 3 
ne GrAGdeeiaeektee uo .|Newcastle, N.B. 26- 3841 12 1 13 
uy Grade 2ieenees ts ' North Battleford, 18- 1-41 6 3 9 
fo Es Grade Divers Public Works..... Port Alberni, B.C..} 11- 1-41 2 2 4 
hen 3 (Bil.). CO ats ea Fok Rouyns ELQOERse.2 ve 6-12-41 1 2 3 
a (Gradeueenee: National Defence. Sherbrooke, P.Q....| 31- 1-41 5 1 6 
. Grade 2. .nbo. ce .|Stratford, Ont...... 18- 1-41 4 3 0 
ss Grade? s.o4. € - Sussex, IN. Bitivc..< 22— 2-41 1 - | Lethe 1 
fe Grade 2 s .|Winnipeg, Man...... 18- 1-41 35 31 66 
sf (Gradenliannecr Public Works..... Emerson, Man...... 22-11-41 2 i 3 
6 Gradety.o9... Oe ie he sp a Kingsville, Ont..... 8- 3441 5 1 6 
ee Grade leis. a eS 9 eee Nerve Vancouver, 2- 8-41 5 VAseueeee 5 
at Grade 1...4... Se Lain ae Prince Albert, Sask.| 9-10-41 2 5 7 
LY Grade 1 (Bil.). SS. | EN anaes Rock Island, P.Q...| 28- 6-41 1 4 5 
é Gradeulanniess See Gan eens Simcoe, Ont........ 23- 8-41 {> lnnendiunak. 1 
os: (Part Time)..|Agriculture....... Fredericton, N.B...| 14— 5-41 1 4 5 
Chief Clerk (Male) ie. as. Pensions and Vancouver, B.C....| 12- 441 5 34 7 
National Health 
Cleaner and Helper NES Ba Public Works..... Fort William, Ont..} 20- 9-41 5 3 8 
£.. Soloed | Pale RA) ie betas Windsor, Ont.......| 13-12-41 7 3 10 
Clerk, Grade 4. . .|Transport........ Kingston, Ont...... 1 Atglitene.c a 3 3 
Grade 3 (Male). . .|Mines and Onion Lake, Sask...| 18-10-41 3 2 5 
Resources. 
“Grade 3 (Male)... we SandiswiBi@e.. g.eee 20- 9-41 2. Wie getauinter 2 
3 Grade 3 (Male)... € Selkirk, Man....... 18-10-41 3 17 20 
“ Grade 3 (Male). . & Wasagaming, Man..| 5- 9-41 8 17 25 
Grade 2 (Female). Dominion Niagara and 20 OSAL ons eredetorocs 159 159 
a ‘ Government. Windsor, Ont. 
Grade ie encns: Where required..... 14-11-41 154 5,173 5,327 
“Grades 1, 1A and 2 ob Sn aoe Pelee 10- 5-41 59 11,365 11,424 
WY Fee 1 and 2}National Defence.|Halifax, N.S........ 26- 3-41 3 4 
ale). 
“Grades 1 and 2....] Dominion Winnipeg, Man. and | 18-11-41 44 883 927 
xs Government. Ottawa. 
EAP MBTRCO MG ea cai. a Where required..... 14-11-41 136 9,766 9,902 
‘ Cradeullre ates. e Ottawacecncesn cre 2- 8-41 Oy 5,187 5, 212 
Grade 1 (Male).. ¢ ei te Pie meets 22 SM ohc ds. eee 477 477 
Construction Foreman. Transport WED hoes Saint John, N.B....| 2-841 2 5 7 
Customs Excise Clerk and National Revenue|Bathurst, N.B...... 26- 441 2 7} 9 
Customs Excise Exam- 
iner. 
3 - ‘e Campbellton, N.B..| 19- 7-41 1 3 4 
¢ teh oh ss Chatham, N.B..... 8- 3-41 2 8 10 
Customs Excise Clerk and ‘s Chatham, Ont...... 2- 8-41 1 6 7 
Customs Excise Exam- 
iner. 
i : is CN ee 22-11-41 1 10 11 
iS 7 : oe Digby. Neo aecenn 26- 441 1 8 9 
(Bil.) “ pe onde. D> Saal nae 24 24 
3 ‘i oe: SG Edmonton, Alta....| 19- 7-4 26 
Customs Excise Clerk ee Granby, at ce we are OE Specs iB 15 


(Bil.) and Customs Ex- 
cise Examiner (Bil.). 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


Class of Position Department 


Customs Excise Clerk and| National Revenue 
Customs Excise Exam- 


iner. 
“ (Bil.) “ 
“cc “cc (Bil.) “ce 


Customs Excise Clerk.... 
Customs Excise Examiner, 
Grade 1 Outport. 

“ “ (Bil.) “ 


“ce “cc &“c 
(<3 “ “ 


Customs Excise Enforce- 
ment Officer. 
“ ‘ 


Customs Truckman...... 
Dairy Produce Grader, 
Grade te 


ce “ “c 


Mam Keeper... 5.255.055. . 
Dental Officer (Bil.)...... Pensions and 
National Health 
DepartmentalAccountant,| Unemployment 
Grade 3 (Bil.). Insurance 
Commission. 


DepartmentalAccountant, 
Grade 3. 

DepartmentalAccountant,| Dominion 
Grades 2 and 3 Government. 


DepartmentalAccountant,| Unemployment 
Grade 2.| Insurance 
Commission. 
“ “ Grade 9 “ 
“ “ Grade So “ce 
“ce “ Grade 1 “ 
“ce “ Grade 1 “ce 
“ee “ Grade 1 “ce 
Dietitian, Grade 1 Pensions and 
(Female). National Health 
ss Grade 1 i 
(Female). 
" Grade 1 ve 
(Female). 


Dockyard Trades Fore-| National Defence. 
man (Boilermaker). 
Electrical Engineer....... Public Works..... 


Employment Adviser, Unemployment 
Grade 2. Insurance, 
Commission. 
““c 


Employment and Claims 
Officer, Grades 1, 2, 3 
and 4. 


(Bil.) i 


Place 


Kentville, N.S...... 


Lac Megantic, P.Q.. 
SVIS MEO Me scares 
Moncton, N.B...... 
Niagara Frontier 
Ports, Ont. 


Prince Rupert, B.C. 


Sprague, Man....... 
PrentonviOnt:....... 
Windsor, N.S....... 


Niagara Falls, Ont. 
PN athe Junction, 


Port Alfred, Bours 4; 
Smiths Falls, Ont.. 
ene Road, 


Formosa, Ont.. 


Gravenhurst, Ont.. 


Snowflake, Man..... 
Sherbrooke, P.Q.... 
@Walgary, Stat. ....% 


“ce 


Winnipeg, Man...... 
Timiskaming, Ont.. 
Ste. Anne de 
Bellevue, P.Q. 
Montreal, P.Q...... 


Toronto, Ont:....... 
Ouobech PE Qe: oss 
Moncton, N.B...... 


Vancouver, B.C..... 
Winnipeg, Man...... 
Edmonton, Alta.... 
Rondon Ont.) aac te 
Saskatoon, Sask.... 
Saint John, N.B.... 


Vancouver, B.C.. 
Winnipeg, Man...... 
Esquimalt, B.C.... 


ERR Ween > «sho 
“ce 


acer cers oseee 


Brantford, Oat..... 


Calgary, Altaya. oe 
Chicoutimi, P.Q.... 
Edmonton, "Alta. . 
Fort William, Ont... 
Halifax, N.S.. 
Hamilton, Ont. Ret Pic 
Hull, P.Q 


Kitchener-Waterloo, 


Ont. 


Date of 
Adver- 


Number of Applications 


tisement | O.A.S. | Civilian 


22-11-41 


30- 7-41 
—41 


21- 641 
20- 9-41 
5- 9-41 
3- 5-41 
14- 6-41 
3- 5-41 
23-12-41 


3- 5-41 


19- 3-41 


8-11-41 


8-11-41 


29-11-41 
25-10-41 


eee eeeoe 


wen eeeae 


ve eee ene 


ND we We bo 


i 
peer 


—_ 
o 


eee cease 


— aa i 
bo & 00 GO DO or WO 


bo 
— OD 


to 
oa 8) 
oO Rw 


On co 
bo ow 


Total 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


Class of Position 


Employment and Claims 
Officer, Grades 1, 2, 3 
and 4. 


Employment and Claims 
Officer, Grades], 2and3 


Employment and Claims 
Officer, Grade 2 (Bil.). 


“ce “ 


Engineer, Mines, Grade 8. 


i Grade 1. 
Engineering Clerk........ 
Examiner of Masters and 

Mates. 
Excise Tax Auditor, 
Grade 2. 


Excise Tax Auditor, 
Grade 1. 


Expert Tea Tester (Male) 
Folding Machine Operator 


Forest Products Assist- 
ant, Grade 2. 

Forest Products Assist- 
ant, Grade 1. 

Fruit and Vegetable In- 
spector, Grade 1. 


Department 


Unemployment 
Insurance 
Commission. 

(T3 


Mines and 
Resources 
“ 


National Defence. 
ADranspOnu, «kink 


National Revenue 


ac 


Publie Printing 
and Stationery. 

Mines and 
Resources. 


Agriculture....... 


Place 


London; Ont. 4.208 


Montreal: PQ) ...-6 
Quebec: Oye nee. 
Regina, Sask....... 
Saint John, N.B.... 
Saskatoon, Sask.... 
St. Catharines, Ont. 
Sudbury, Onts.....0 
SydneyNiol eo... 
‘RorontosOnters wee 
Trois Rivieres, P.Q. 
Vancouver, B.C.... 
Victorias BiC@arre cus 
Where required..... 
Windsor: Ontes. 4.25 
Winnipeg, Man...... 
Cornwall Onta. ser 


Guelph, Onte eae 
Moncton, N.B...... 
Moose Jaw, Sask.... 
New Glasgow, N.S. 
ah hash a 


North Bay, Ont.... 

Port Arthur, Ont... 

Sault Ste. Marie, 
Ont. 

Stratford, Ont...... 

Timmons; Onth... 

Drummondville, 


Riviere du Loup, 
Aay 
Shawinigan Falls, 
12 


St. Hyacinthe, EG): 
Valleyfield, P.Q.... 
Ottawa eee os ae 


“ce 


Montreal, P.Q...... 

Toronto, Ont. and 
Montreal, P.Q. 

Province of Alberta. 


Province of British 
Columbia. 

Province of Mani- 
toba. 

Province of Ontario. 

Province of Quebec. 

Province of Alberta. 


Province of British 
Columbia. 

Province of Mani- 
toba. 

Province of Ontario. 

Province of Quebec. 

Ottawa Se eRe Lae 


Vancouver, B.C.... 


Niagara District, 
Ont. 


Date of 
Adver- 
tisement 


22-11-41 
22-11-41 
6-12-41 
15-11-41 
6-12-41 
25-10-41 
22-11-41 
15-11-41 
25-10-41 
29-11-41 
6-12-41 
6-12-41 
8— 2-41 
15-11-41 
6-12-41 
22-11-41 


8-11-41 
15-11-41 
8-11-41 
15-11-41 
6-12-41 


8-11-41 
8-11-41 
8-11-41 
8-11-41 
22-11-41 
29-11-41 
29-11-41 
29-11-41 
22-11-41 
29-11-41 
19- 3-41 
1- 3-41 
24— 5-41 
26- 3-41 
28- 6-41 
28- 6-41 
5- 7-41 
5- 7-41 


21- 6-41 
28— 6-41 


8-11-41 
20-12-41 


Number of Applications 


O.A.S.| Civilian 


Total 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


yi Date of Number of Applications 
Class of Position Department Place TRESS gl a ESE oT ae eas 
tisement | O.A.S.] Civilian | Total 


Fruit and Vegetable In- 


Inspector, Grade 1. Agriculture....... Province of British} 26- 441 7 9 16 
Columbia. 
General Repair Man...... Post Office....... Ottawaas aera: 16- 6-41 2 21 23 
Graduate Nurse.......... Pensions and Halifax, NSii..... 12-— 4-41 3 97 100 
National Health 
Ss Nia iota e London, Ont........ 5- 9-41 ]........ 61 61 
HY (Female) Vancouver, B.C.....| 18-12-41 }........ 43 43 
ss (Female) s Winnipeg, Man...... 18-10 41 1 112 113 
Graduate Nurse (Operat- “s Ste. Anne de Belle-| 2- 8-41 6 172 178 
ing Room and Charge vue, P 
Nurse) (Female). 
Head Poultryman (Bil.)../Agriculture....... Normandin; P.Q....| 20-12-41 |........ 16 16 
Hospital Cook, Grade 3..|Mines and Sardisw eG sy. sends. 24— 5-41 3 1 4 
Resources. 
oS Grade 1..|Pensions and Nat-| Halifax, N.S........ 28- 6-41 1 2 3 
ional Health. 
ae Grade 1 Saint John, NiB....| 16—"8-41 |........ 3 3 
(Female) 
se Grade 1.. : Ste. ate de Belle-| 16- 8-41 |........ 5 5 
vue, P.Q. 
Hospital Matron, Grades|Pensions and Nat-|Where required..... 13-12-41 4 57 61 
land 2 ional Health. 
Hospital Orderly, Grade 2 <6 Calgary, Alta...... 1— 3-41 13 13 26 
Grade 2 £9 Halifax, N.S........ 14- 6-41 9 38 47 
a Grade 2 ss London, Onteer 11- 1-41 39 70 109 
« Grade 2 SoU) (PR ee SG Pee oe. 5- 9-41 34 35 69 
) Grade 2 ih Saint John, N.B.. 8- 3-41 9 18 27 
4 Grade 2 x Ste. Anne "de Belle-| 8- 3-41 92 139 231 
vue, P.Q. 
S$ Grade 2 s EB 23-12-41 23 47 70 
$ Grade 2 ss Moronboy Ontssoe... 5- 4-41 53 10 63 
« Grade 2 “ Winnipeg, Man...... 30- 8-41 15 20 35 
(Male) 
Hospital Utility Man, a Ste. Anne de Belle-| 26- 4-41 5 30 35 
Grade 3. vue, P.Q. 
Hospital Utility Man, s Toronto, Ont). i...... 7- 641 23 15 38 
Grade 3. 
Hospital Utility Man, ss Halifax, NeSst....% 20- 9-41 5 1 6 
Grade 2. 
Hospital Utility Man, < Ste. Anne de Belle-| 8- 3-41 26 128 154 
Grade 2. Vue. LQ 
Hospital Utility Man, as Calgary, Alta’ su 22- 2-41 15 23 38 
Grade 1. 
Hospital Utility Man, as la zabiiGhe IN ehouaneoe 13- 9-41 a 3 10 
Grade 1. 
Hospital Utility Man, s @ueboc we. Ques 1— 3-41 2 29 31 
Grade 1. 
Hospital Utility Man, & Saint John, N.B....| 3- 9-41 8 5 13 
Grade 1. 
Hospital Utility Man,|Pensions and Nat-|Ste. Anne de Belle-| 26- 441 10 48 58 
Grade. 1. ional Health. vue, P.Q. 
Hospital Utility Man, Ke Toronto, Onted. coe 7— 6-41 19 8 Dif 
Grade 1. 
Hospital Utility Man, a Vancouver, B.C....}| 18-12-41 25 9 34 
Grade 1. 
Immigration Inspector. ..|Mines and HalitaxseNes nie 11- 1-41 5 10 15 
Resources 
5S “ (English) s Lacolle and Hunt- | 25- 141 1 30 31 
ingdon, P.Q. 
a: ss di Niagara Falls and | 11- 1-41 6 26 32 
Fort Erie, Ont. 
ss a uy: Northgate, ‘Sask....| 11- 1-41 2 13 15 
“ a Prescott and i Elise ac meat 17 17 
Cardinal, Ont. 
ae « « Quebec, P.Q........ 11- 141 6 40 46 
ue a as St. Leonard, N.B...} 11- 1-41 ]........ 19 19 
«“ «“ a“ Sydney, N.S....... 11- 1-41 2 13 15 


“ ‘“ “ Woodstock Road, 18= 1-41 4 7 11 
N.B. 
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Table No. 1—Competitive Examinations held by the Commission 
during, 1941—Continued 


OOOO OO—_—w“e—e—es=<oeeeOsg 000 —————oujnpaee» (oe 


Class of Position Department Place 


Immigration Inspector |Mines and Montreal, P.Q...... 
(Bil.) and Immigration} Resources 
Investigating Officer, 


Grade 1. : ; 
Indian Agent, Grade 4.... i ue Seas Agency, 
ask. 
ay Grade 8.... as Christian Island, 
Ont. 
a Grade 2 f South Western Divi- 
(Part Time) sion of New Bruns- 
wick. 
Insect Ranger, Grade 1...|Agriculture....... Province of New 
Brunswick. 
Inspector of Dairy Pro- Winnipeg, Man...... 
ducts. 
Inspector of Electricity|Trade and Calgary, Alta....... 
and Gas. Commerce. 
a M7 “s Edmonton, Alta.... 
ss “f Fort William, Ont. . 
a oP Bis) Montreal, P.Qtinca: 
se? oe Oltawalie ae een een 
ss cf f Sudbury, Ont....... 
ye y nf Vancouver, B.C.... 
Inspector of Weights and A Ottawa weneece a 
Measures. 
Inspector, Plant Diseases,|Agriculture....... SOT) MTSE ee Sra: 
Grade 1. 

Inspector, Plant Diseases, SE fg Ta Re ae Province of Prince 
Grade 1. Edward Island. 
Instructor in Navigation|Transport........ Quebee PON. 

(Seasonal) (1sil.). 
Instrument Man.......... Mines and Province of Alberta. 
Resources. 
Insurance Inspector, Unemployment /|Maritime Provinces. 
Grades 1, 2 and 38. Insurance. 
Commission. 


Insurance Inspector, 
Grades 1, 2 and 3. 
Investigator, Department|Pensions and Nat-|Hamilton, Ont.. 
of Pensions and Nation-| ional Health. 
al Health, Grade 2 


Province of Quebec. 


(Male). 
Investigator, Organization|Civil Service Ottsiwaaatiw widen ak 
Branch, Grade 2 (Bil.).} Commission. 
Junior Engineer Agriculture....... Montreal, P.Q...... 
(Refrigeration) (Bil.). 
Junior Engineer (Sanitary)| Pensions and St. Catharines, Ont. 
National Health 
Junior Radio Electrical |Transport......... OPER ANP ARM PIS aios's 
Engineer. 
Junior Radio Electrician. Pek Vote atte hs. Ree 
Junior Veterinary Agriculture....... Dominion 
Inspector. Government. 
Laboratory Assistant..... Pensions and MondonwOntaraaeee 
National Health 
oe serie Dominion Octawa nea. se eee 
Government. 
¥ Se (Este) Agriculture....... @Quebecuwe:@r even 
(Male). 
ee SNORT k Pensions and Winnipeg, Man...... 
National Health 
‘s oh ae Ane Agriculture....... Yorkton, Sask...... 
Laboratory Helper (Bil.). SOT pe Sete Hull, P. Q eee 6 eee 
a ‘ Bote GT eS, Gee Kamloops, 1S © eee 
ay (Bil.). GA das Gots aa QuebeciP.Q)..4:.... 
Labour Relations Officer,|Labour........... Ott WANE lobia cco. 
Grades 1, 2, 3, 4 and 5 
(Male). 
Labour Relations € 


fe oe wike afore! o.srse ft ae )  Noleeiiwl a whale on oe 


Specialist. 


Date of 
Adver- 


tisement | O.A.S 


6-12-41 
18- 1-41 
8-11-41 


9-10-41 
12— 4-41 
26- 4-41 
10- 5-41 


16- 8-41 
19- 4-41 


24— 5-41 
12- 7-41 
31- 5-41 


‘6.0 ion fe ehetlietie 


Civilian 


—— ee es ee ee 


1,418 


Number of Applications 
Total 


1,476 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


a — — — —————————————— 


Class of Position 


“ 


“ 


Getter Carrier..2..002)4 56+. 
“ “ 
a Sen ea 
ce Ks Leiae ls 
as ce Baen (ES tlk) eet. 
“ee “ 
s eo dereeter eee 
- ee 
Z (settee ee ee es 
fete te tenes 
i RIN Sa TB 
s, re 
: fete ee teens 
is ibabiaak che ae 
is wa tae dt ws 
a Open ee teens 
‘i NARS ar et 
i Fras tela ide Cd se 
% . Svea 
“cc “ce 
%, Mette tetas 
- idee bane 
i: Ree =: 
7 eR ves ears 
a SMART asc 
“<c “ 
: AS) seiloecigek 
i Nelly ere 
i‘ eta eee 
& saa ( Bil) 
“ “ 
i lle ee 


Lightkeeper, Class 2A 
(Second Class Fog 
Alarm Engineer and 
Radio Beacon 
Operator). 

Lightkeeper, Class 3 
(Second Class Fog 
Alarm Engineer). 

Lightkeeper, Class 3 
(Second Class Fog 
Alarm Engineer). 

Lightkeeper, Class 4 

Lightkeeper, Class 4 
(Second Class Fog 
Alarm Engineer) 
(French). 

Lightkeeper, Class 5 and 
Weather Observer, 
Grade 2 (French). 

Lightkeeper, Class 6 
(Third Class Fog 
Alarm Engineer). 

Lightkeeper, Class 7 

a Class 7 


Class 7 
Class 9 
Class’ 0s 50 


Class 10.... 
Class 12... 


Department 


“ce 
“ce 


“ 


teense 


ee eeeree 


eee eeeee 


eee eeees 


Ajeteyal.e. are 


Place 


Montreal, P.Q...... 
Prince Albert, Sask. 
Province of Alberta. 
Toronto, Ont 


Brandon, Man....... 


Kay: 
Charlottetown, P.E.I. 
Drummondville, 


JeeOy 
Fort William, Ont.. 
Glace Bay, N.S..... 
Granby wesQ wesc er 
Ebamitence Ni cicstrerstacte 
Joliette, P.Q 
Kamloops, B.C 
Kirkland Lake, Ont. 


Lethbridge, Alta... 
Medicine Hat, Alta. 
Nanaimo, B.C 


Nelson, B.C 
New Westminster, 


fate tatoos 


B.C. 
Oshawa, Ont 
Owen Sound, Ont... 
Pembroke, Ont 
Port Arthur, Ont... 
Saskatoon, Sask.... 
Sherbrooke, P.Q.... 
St. Thomas, Ont.... 


Welland, Ont 
Yorkton, Sask 
Triple Island, B.C.. 


Carmanah, B.C.... 
Hope Island, Ont... 


Green Island, B.C.. 
Cape Salmon, P.Q.. 


-|South West Point, 


Anticosti Island, 


PQ: 
.|Holland Island, 


B.C. 


Ile Haute, N.S 
Portlock Point, 


1B On 
South Point, St. 
Paul Island, N.S. 
ae Island, 


Jourimain, N.B 


Mary-Joseph, N.S.. 
Fourchu Harbour 
Range, N.S. 


Date of Number of Applications 
Adver-_ |_———————_____—_—__ 
tisement | O.A.S.| Civilian | Total 
22- 2-41 2 113 115 
15- 2-41 15 38 53 
13-12-41 6 14 20 
2— 8-41 14 29 43 
26 -3-41 1 9 10 
22 -2-41 1 14 15 
9-10-41 |........ 5 5 
Ora ea Wa acs. oevcte 13 13 
20=/9-4L de 9 9 
22— 241 2 19 21 
26- 3-41 3 20 30 
§= 4-41 f.... ee 7 i 
1-11-41 2; 63 65 
2- 8-41 1 10 Ml 
SPRORAI KS otek 4 9 9 
26- 3-41 2 5 7 
30- 8-41 2 8 10 
7 -6-41 2 14 16 
8 -3-41 4 23 27 
15- 3-41 |........ 6 6 
28- 6-41 il 1 2 
T= FOH4 10 || oe aoc ntets 8) 9 
1i- 1-41 26 70 96 
8 -3-41 5 8 13 
26- 3-41 4 4 8 
1-11441 3 9 12 
22— 2-41 3 11 14 
8-11-41 11 114 125 
24— 5-41 1 46 47 
8-11-41 2 11 13 
B= BEAT cl UES 15 15 
14— 5-41 1 12 13 
LOSI GAD isis elses 8 8 
Dm DAV Noss k ieieeie 13 13 
ge UY Ls ee 4 4 
a Seton ceee 16 16 
8 -3-41 4 7 11 
16- 8-41 1 1 2 
25- 1-41 4 2 6 
13- 9-41 1 1 2 
1O=95—=41 hehe 9 9 
20 1241 BU BREE. ae Et 3 
15= 8-41) |e... 4 4 
9-10-41 Z 4 6 
2- 8-41 2 EEA, Pere 2 
ON! WO, Meme a cae 5 5 
14— 5-41 VAI Seas aeak 8 2 
23- 8-41 2 6 8 
19 HB a4 |iade » oak 10 10 
BAAD |e de bee 2 2 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


Class of Position 


Lightkeeper, Class 12.... 
es Classi3a..- 


Live Stock Products 
Grader, Grade 1. 

Live Stock Products 
Grader, Grade 1. 

Live Stock Products 
Grader, Grade 1. 

Live Stock Products, _ 
Grader, Grade 1, (Bil.). 

Live Stock Products 
Grader, Grade 1. 

Live Stock Fieldman.... 


Lockman (Seasonal)..... 


Lower Grade: 
Cleaner and Helper.... 
Watchman 
Immigration Guard.... 
Customs Truckman 
Customs Guard 


Lower Grade: 
Cleaner and Helper.... 
Customs Guard 
Customs Truckman. 
Mail Porter ee ae 
‘ 


Manager, Employment 
and Claims Office, 
Grade 6. 

Manager, Employment 
and Claims Office, 
Grade 6 (Bil.). 

Manager, Employment 
and Claims Office, 
Grades 2, 3, 4, 5,and 6 
(Male). 

Manager, Employment 
and Claims Office, 
Grade 5. 

Manager, Employment 
and Claims Office, 
Grade 5. 

Manager, Employment 
and Claims Office, 
Grade 4. 
anager, Employment 
and Claims Office, 
Grade 4. 

Manager. Employment 
and Claims Office, 
Grade 8 (Bil.). 
anager, Employment 
and Claims Office, 
Grade 3. 


Department 


(ransporte. coo. 


Public Works... 


(Pransponte aera 
“ 


Public Works..... 


Mines and 
Resources 
National 
Revenue. 


Dominion 
Government. 


Unemployment 
Insurance 
Commission. 

“es “ 


“cc “ce 


a3 “ 


Place 


Pointe au Baril, 


nt. 
Richibucto Bar, 
B 


Province of Alberta. 


Province of 
Manitoba. _ 
Province of Ontario. 


Province of Quebec. 


Province of 
Saskatchewan. 

Province of 
Manitoba. 


.| Nicholson and 


Kilmarnock Lock 
Station, Ont. 

Sault Ste. Marie, 
Ont. “ 

St. Andrews Lock 
and Dam, 
Lockport, Man. 

Trent Canal, Ont... 

Lock No. 24, 
Williamsburg 
Canals, Ont. 


Ea lidexam NG Sian eae 


Winnipeg, Man...... 


Belleville, Ont...... 
Medicine Hat, Alta. 


.|Moncton, N.B...... 


Moose Jaw, Sask.... 
Vancouver, B.C.... 
Hamilton, Ont...... 


@uebecwe On. sete 


Where required..... 


Wondon;;Ontews... 5, 
Windsor, Ont....... 
Saskatoon, Sask, ... 
Waictona wa.Cora... 
Chicoutimi, P.Q.... 


Fort William, Ont.. 


Date of 
Adver- 
tisement 
23- 8-41 
19- 4-41 
25-10-41 
25-10-41 
19- 7-41 
2- 8-41 

1-11-41 
18— 1-41 
13- 9-41 
14- 6-41 
13-12-41 
18- 1-41 


30- 7-41 
2— 8-41 


13-12-41 


26— 3-41 


26- 3-41 
8- 3-41 
11- 1-41 
11- 1-41 
11- 1-41 
19- 7-41 


19- 7-41 


8- 2-41 


2- 8-41 


19- 7-41 


19- 7-41 


2- 8-41 


27- 9-41 


13- 9-41 


Number of Applications 


O.A.S.) Civilian 


rear 


bob 


Ore 


28 


14 


27 


bo 


for) 


mad 


Total 


wo 


50 


4,148 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


ee 


Class of Position 


Manager, Employment 
and Claims Office, 
Grade 3. 

Manager, Employment 
and Claims Office, 

Grade 2. 

Manager, Employment 
and Claims Office, 
Grade 2. 

Manager, Employment 
and Claims Office, 
Grade 2. 

Manager, Employment 
and Claims Office, 
Grade 2. 

Manager, Employment 
and Claims Office, 
Grade 1A. 

Manager, Employment 
and Claims Office, 
Grade 1A (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1A. 

Manager, Employment 
and Claims Office, 
Grade 1A. 

Manager, Employmeut 
and Claims Office, 
Grade 1A. 

Manager, Employment 
and Claims Office, 
Grade 1A. 

Manager, Employment 
and Claims Office, 
Grade 1A. (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1A. 

Manager, Employment 
and Claims Office, 
Grade 1. 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1. 

Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 


Department 


Unemployment 


Insurance 


Commission 
ec (73 


Place 


Oshawa, Ont....... 
Moose Jaw, Sask.... 
Peterborough, Ont. 
Port Arthur, Ont... 
Sault Ste. Marie, 
Ont. 

Amherst, N.S...... 
Edmundston, N.B.. 
Fort Frances, Ont... 
Kelowna, B.C...... 
OniliagOnteen.-..0-- 
ER ruro wINiosas ates 
Weal GH Ohe, 124M gos oat 
Yarmouth, N.S.... 
Brockville, Ont..... 
Campbellton, N.B.. 
Drummondville, 

Granbyeue:Qeesea1 
Iolbtonen Le aon s0500¢ 
Riviere du Loup, 


P.Q 


Shawinigan Falls, 
RAO: 


Sorel sPeQieecencre 


St. Hyacinthe, P.Q. 


Date of 
Adver- 


tisement | O.A.S. | Civilian 


Number of Applications 


Total 


8- 11-41 


20-— 9-41 


19- 7-41 


16- 8-41 


2- 8-41 


30- 8-41 


9- 8-41 


16- 8-41 


g- 8-41 


2- 8-41 


27— 9-41 


2— 8-41 }........% 


16- 8-41 


23- 8-41 


23- 8-41 


9- 8-41 


2- 8-41 


16- 8-41 


9 -8-41 


29-11-41 


30- 8-41 


9- 8-41 


29-11-41 


16 


20 


15 


Li 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


Class of Position 


Manager, Employment 
and Claims Office, 
Grade 1 (Bil.). 

Manager, Employment 
and Claims Office, 
Grade 1. 

Manager, Unemployment 
Insurance Commission, 
Grade 1. 

Masseur, Grades 1 and 2 


“ce “ce 


Medical Officer, Grade 


Medical Officer, Grade 3 
(Part Time). 
Medical Officer, Grade 2 


Medical Officer, North 
fie: Territories, Grade 


Medical Superintendent... 

Meteorologist, Grade 1.. 

Office Appliance Operator, 
Grade 2 (Female). 


Grade 2 (Male). 
Oiliice Boys oe sas aston 


Office Girl and Office Boy 
Park Warden, Grade 1... 


x Grade 1... 
Photographers... ..0.. 
Physician (Part Time)... 


plotinlan ie septs x bison, 

Postal Censorship 
Examiner. 

Postal Glerk Ae eee as 


“ce 


Postal Clerk, Grade 6 
ce. 
Postal Clerk, Grade 6 


ce. 
Postal Clerk, Grade 6 
flice. 
Postal Clerk, Grade 6 
Office. 


ee Clerk, Grade 5 
Postal Clerk, Grade 5 


ce. 
Postal Clerk, Grade 5 
Office. 


Department 


Unemployment 
Insurance 
Commission 

“ ““ 


“e 


Pensions and 
National Health Columbia. 


5.|Mines and 


Resources. 
Pensions and 

National Health 
Mines and 


“ 


Resources. 
“cc 


‘Transport. sD ax eee 

Dominion 
Government. 

Office Appliance Operator,|Transport........ 


Dominion 


Government. 
‘ “ 


Mines and 


Resources. 
a9 


Trade and 
Commerce. 
Mines and 


Resources. 
“ 


Agriculture....... 


Post Office 


Place 


Valleyfield, P.Q.... 
Welland, Ont:......% 
Dominion Wide 


Regions. 


Province of British 


Province of Ontario. 


Sardis, B.C 


Cr a 


Ohsweken, Ont..... 


Eastern Arctic 
Patrol and Pang- 
nirtung, N.W.T. 

Sardis, B.C 


Ottawa 

Halifax seINeSin. ...)- 
Montreal) P/Q)... 3 
Ottawa fats ee 


Radium Hot 
Springs, B.C. 

Riding Mountain 
Park, Man. 

Oitawarce aloe ace 


Kootenay Agency, 
BO. 


Kwawewlth 
Agency, B.C. 

Moravian Agency, 
Ont. 

Sioux Lookout, Ont. 

Tofino vwe;O. oyna 

Scott, Sask........- 

Ottawakir a. ...5 


Halifax, N.S.. 
eG and Levi is, 


Q 
Saint John, N.B.... 
KangstonsOnt.....4 


New Westminster, 
Bic. 


Niagara Falls, Ont.. 


Sudbury, Ont....... 
Chatham, Ont...... 


Date of 
Adver- 


tisement | O.A.S.| Civilian 


Number of Applications 


Total 
£2 the 12 MPA 
3 15 18 
224 910 1,134 
4 11 15 
2 21 23 
3 10 13 
1 Z 3 
1 1 pe 
1 6 7 
1 14 15 
2 oi 29 
Saree 30) 30 
1 34 30 
ete ee 19 19 
“we ke 854 354 
<-ds 366 366 
archaea 1,690 1,690 
Site See 44 44 
eee 500 500 
‘Bee 4 4 
4 6 10 
7 121 128 
i tee 2 2 
hee 1 1 
ae Oe 1 1 
Ce raae 5 5 
PSG artes rare 2 
BA aie ease 1 f 
WE eh 4 4 
5 139 144 
x eee 108 108 
7 653 660 
2 123 125 
1 17 18 
12 57 69 
1 12 13 
er 14 14 
1 23 24 
2 16 18 
2 34 36 
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Table No. 1—Competitive Examinations held by the Commission 
during 1941—Continued 


eee 


Date of | Number of Applicati 
Class of Position Department Place Adver- i ee ene eons 
tisement | O.A.S.) Civilian | Total 
Festal Clerk, Grade 5 Post Office....... Lethbridge, Alta...) 8-11-41 5 19 22 
ce. 
Berta Clerk, Grade 5 SS en Be eer Port Arthur, Ont...| 8- 3-41 1 11 12 
ce. 
Postal Clerk, Grade 5 i ee Sarniay Onis teas 12— 4-41 |........ 28 28 
Office. 
ote Clerk, Grade 5 AER joes | Semen Sydney, N.S........ 15- 3-41 2 25 Q7 
ce. 
Postal Clerk, Grade 5 poMt matt) se «05s Seon NGL UR? Scart 30- 7-41 1 19 20 
Office. 
5 ep Clerk, Grade 5 eS ae er Woodstock, Ont....| 22—- 2-41 |........ 10 10 
ce. 
oe Clerk, Grade 4 Se TMRGIW cad werner Pembroke, Ont..... 8- 2-41 1 14 15 
ce. 
Postal Clerk, Grade 4 BUM i sc titenee Waterloo,Ont...... 22- 2-41 |........ 7 7 
Office. 
Postal Clerk, Grade 4 SHE a Ree te Welland, Ont....... 26 4-41 |e sein 8 8 
Office. 
Fee Clerk, Grade 3 Ue SS [Re Collingwood, Ont...| 8-11-41 14 9 23 
ce. 
ate Clerk, Grade 3 Sip EAs 3 icsaaaie’ Prince Rupert, B.C.| 3- 5-41 |........ 5 5 
ce. 
ee Clerk, Grade 3 SS ahh bre S18 Yarmouth, N.S....| 31-5 -41 ]........ 10 10 
ce. 
Pee Clerx, Grade 2B sth OE oad even Nelson; B-@ex) 4..2- SRE A Aerie 23 23 
ce. 
eg Grade 2B Ha eT a eee Liverpool, N.S..... 8- 2-41 4 4 8 
ce. 
Postmaster, Grade 2C SPW INDE S.  cccis,s iNabestoss EQ. «see 26- 4-41 2 2 4 
Office (Bil.). 
Postmaster, Grade 2C bog RMN s a, Aurora, Ont.......- 14- 5-41 7 7 14 
Office. 
Postmaster, Grade 2C SEE See Mont Joli, P.Q...... 12- 4-41 3 4 if 
Office (French). 
Postmaster, (French).... OMI ees: «ove: IN itl, LAR) wis oa0e 4-10-41 1 1 2 
Ped Le hy iirc s eae LET |) oe es Bedford, N.S....... 7- 6-41 2 4 6 
SEPM te ABV CR CE Cae . i.e.) |CarmansMan......« 3- 5-41 3 4 7 
See Wns aces EPR NIE arose Creighton Mine,Ont.| 27— 9-41 |........ 1 1 
a Bas ae ae. SS eee, See Duparquet, P.Q....| 13-12-41 4 8 12 
Coe et a See ree a tes aces Durham, Ont.,..... 8— 2-41 6 7 13 
OS 2” aires Sot ania: OPM or aici <3 Fenelon Falls, Ont..| 27- 9-41 5 5 10 
Ip Gene eoune rs anne he Oh rk, eee Frankford, Ont..... 23- 8-41 Z, H 9 
CO Tt) Sanat Ss Bake att | Grande Prairie,Alta.| 9-10-41 10 4 14 
ane ARON Pe AA det ig ee eee Grand Valley, Ont..| 18- 1-41 2 3 5 
ye te» Sopris see See CT See High Prairie, Alta..| 27- 9-41 2 1 3 
MAD Belen Sn ot 2 a 8 alec ae Kelvington, Sask...} 27- 9-41 gt 1 12 
4 (Erench)!.27.. On oe tee caer Lac Megantic, P.Q..| 28- 6-41 2 12 14 
oh (Brenchiy es. Et WAAR Ase erF L’Epiphanie, P T3124 ec. a: 1 1 
a ees, « SOR AREA Ton one to ce oh eee Milltown, N.B...... 13-12-41 1 3 4 
Ae ak Scie seer OF ae Te eae Nokomis, Sask..... 16- 8-41 3 5 8 
SMM MAP N BE, oe av hak a abel eee Plaster Rock, N.B..| 15- 2-41 1 1 2 
s (French)..... ie 5 2 rr Ree du Loup, 20=) 941) reese 5 5 
P.Q. 
4 (French)..... CANS Nites: Roberval, P.Q...... 28- 6-41 3 4 7 
ae SER ee ee oes oor a eae ALweedeO0 sie dereces 3- 5-41 5 3 8 
LES eng ae gh en eee eee a ae a Vegreville, Alta....|. 7- 6-41 7 4 11 
Ce TEs Se oa. Ly ie Vee: Wakaw, Sask......- 14- 5-41 5 4 9 
peWk RRBEP A Se SE cinch LI CAR ee EP Willowdale, Ont....| 1- 3-41 4 3 7 
Poultry Fieldman........ Agriculture....... Province of Alberta.| 19- 4-41 1 2 3 
5 CBils)ec = ae ee Province of Quebec.| 15- 3-41 |..---.--- 23 23 
Poultry Products Inspec- Le) | ae Province of Alberta.| 25-10-41 1 14 15 
tor, Grade 1. 
Poultry Products Inspec- Sea OE ai doe Province of Mani-| 25-10-41 4 17 21 
tor, Grade 1. toba. : 
Poultry Products Inspec- OTD a edas ss Province of Ontario.| 22- 2-41 3 41 44 
tor, Grade 1. 
Poultry Products Inspec- See Ue Province of Prince| 28- 6-41 |...-..-- 6 6 
tor, Grade 1. Edward Island. 
Poultry Products Inspec- aT 3 ees Province of Saskat-| 1-11-41 |...-..-- 19 19 
tor, Grade 1. chewan. 
Breasteeder &. «2. 0s seers Dominion Ottawalse ctw. 1- 3-41 4 77 81 


Government. 
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1—Competitive Examinations held by the Commission 


during 1941—Continued 


Class of Position Department 


Refrigeration Inspector |Agriculture 
Bil.) 

Regional Superintendent,| Unemployment 
Unemployment  Insur- Insurance, 
ance Commission, Commission. 
Grade 2 (Bil.). 


Sanitary Engineer 


teen nee 


Pensions and Nat- 
ional Health. 
National Defence. 


Schoolmaster, Naval 
Training School. 

Seed and Feed Inspector,|Agriculture 
Grade 1. 

Seed and Feed Inspector, 
Grade 1. 

Seed and Feed Inspector, 
Grade 1. 

Seed and Feed Inspector, 
Grade 1 (Bil.). 

Senior Airways Service/Transport 
Man. 

6c 


“é 


“ 


“ 


‘a3 


Senior Laboratory Assist-|Mines and 
ant. Resources. 
Pensions and Nat- 
ional Health. 
Trade and 
Commerce. 
Senior Mechanical Drafts-|Munitions and 
man. Supply. 
Stationary Engineer, Public Works 
Heating, Grade 2. 
Stationary Engineer, a: 
Heating, Grades 1 and 2 
Stationary Engineer, 
Heating, Grades 1 and 2 
Stationary Engineer, 
Heating, Grades 1 and 2 
Stationary Engineer, 
Heating, Grade 1. 
Stationary Engineer, 
Heating, Grade 1. 
Stationary Engineer, 
Heating, Grade 1. 
Statistician, Grade 4 


Grade 3 
Grade 1 
Grade 1 
Steamship Inspector, 
General. 
Steamship Inspector, 
General (Bil.). 
Steamship Inspector, 
Hulls and Equipment. 
Steamship Inspector, 
Hulls and Equipment 


(Bil.). 
Stenographer, Grade 2 
Grades 1, 


(Female). 
Grades 1 


Dominion 
Government 
Public Works..... 
Mines and 
Resources. 
Dominion 
Government. 
Public Works 


Trade and 
Commerce. 
“cc 


“c 


“ “ 


(<3 


“ ia 


Dominion 
Government. 
“ce 


Stenographer, 
1A and 2 
Stenoaronton 

an 
Stenographer, Grades 1A 


and 2. 
Stenographer, Grades 1 
Grade 1... 


and 2. 
Stenographer, 
Grade 1. 
Stenographer and Typist, 
Grades 1 and 2. 


Place 


Montreal, P.Q 


Province of Quebec. 


Halifax: NGS sec 
Esquimalt, B.C.... 
Province of Alberta. 
Province of British 
Columbia. 
Province of Ontario. 
Province of Quebec. 
Lethbridge, Alta... 


Ottawa and else- 


where. 
Sardis, B.C 


Ste. Anne de Belle- 
vue, P.Q. 
Winnipeg, Man 


Ottawa 


HalitaxtiN- Seach see 
Montreal, P.Q 


Toronto, Ont 


Ottawa 


inion, 80 (6 Siok 


Oeleie ie o 5 


Winnipeg, Man 


Ottawa 


Halifax, N.S.- 
Saint John, N.B. 

Montreal and 
Quebec, P.Q. 

HalitaxtgN. ose eae 


Quebec, P.Q 


cece tenes 


Manyberries, Alta. . 
Maritime Provinces. 


Kamloops, B.C.- 
Ottawa. 
Winnipeg, Man...... 


Ottawareon toner 
Haileybury, Ont.... 


Date of | Number of Applications 
Adver-_|—————__—____—_ 
tisement | O.A.S. | Civilian | Total 
DOA yee ie) 14 14 
31- 5-41 33 286 319 
1- 2-41 2 10 12 
22- 2-41 1 17 18 
Crea Wile ariaoor 16 16 
4-10-41 1 5 6 
8— 3-410 eee 29 29 
15- 2-41 2 16 18 
26— 4-41 14 51 65 
26- 4-41 10 49 59 
2455-41) eens 2 2 
23- 8-41 1 14 15 
19- 3-41 1 24 25 
17 TA cee 7 7 
22-11-41 3 4 7 
23-12-41 4 9 13 
3- 5-41 21 32 53 
11- 1-41 13 75 88 
24— 5-41 3 2 5 
25-10-41 5 2 {f 
22— 2-41 3 7 10 
6-10-41 4 50 54 
19- 3-41 3 14 17 
19- 3-41 3 61 64 
13-12-41 1 47 48 
20> 1041 eee 3 3 
25-10-41 1 6 7 
25-10-41 |........ 1 1 
25-10-41) |. Scene 1 1 
4-10241 |e c 13 13 
26—) 9-41) ree 458 458 
26=.5-41 |. occa 29 29 
9-10-4110) eee 335 335 
10- 4-41 1 5, 057 5, 058 
30-12-40) |... aie 106 106 
Srl ZA emcee 30 30 
30- 5-41 8 8 
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Table No. 1—Competitive Examinations held by the Commission 


during 1941—Concluded 


an Date of 
Class of Position Department Place Adver- 


tisement | O.A.S.] Civilian 


Number of Applications 


eee pecncicsecce pee 


Stenographer and Typist,|Dominion Ottawa me ccess D2 falls cae 
Grades 1 and 2. Government. 
Stenographer and Typist,|Wartime Prices | Dominion 8-11-41 1 
Grade 1. and Trade Government. 
Board. 
Stenographer and Typist,| Dominion OGG Walters seeks UG=t 5-40 ill er err: 
Grade 1. Government. 
Structural Engineer. .....|Public Works..... Ottawa hex. wels 1- 3-41 10 
Student Assistant, Mines|Mines and Where required..... 1— B-Ab. wri 
and Resources. Resources. 
Sub-Collector of Customs] National Revenue|Erieau, Ont......... 14- 6-41 3 
and Excise, Grade 1 
Outport. 
Sub-Collector of Customs Os Grand’Mere, P.Q...| 4-10-41 1 
and Excise, Grade 1 
Outport (Bil.). 
Sub-Collector of Customs “ HalPuque, PQ). 7%. ZG toma eee es. 
and Excise, Grade 1 
Outport (Bil.). 
Sub-Collector of Customs “ Haskett, Man...... 24— 5-41 2 
and Excise (Limited 
Service Outport). 
Sub-Collector of Customs “ St. Peters, N.S..... 14— 6-41 |........ 
and Excise (Limited 
Service Outport). 
Sub-Collector of Customs gs cs EM SOLOS AES 
and Excise (Limited 
Service Outport). | 
Superintendent, Experi-_ |Agriculture....... Indian Head, Sask..| 20- 9-41 1 
mental Farm, Grade 3. ' 
Superintendent, Experi- ee ae Summerside, P.E.I.| 22-11-41 1 
mental Farm, Grade 2. 
Supervising Inspector of/Unemployment |Ottawa........-.... 21- 6-41 166 
Employment Offices. Insurance 
Commission. 
Supervisor, Quarantine Pensions and Nat-|Grosse Isle, P.Q....| 18-12-41 |........ 
Boarding Service (Bil.).|_ ional Health. 
Telegraph Operator, Pub-| Public Works..... Spirit River, Alta..| 7- 7-41 |...-.... 
lic Works, Grade 5. 
Telephone Operator...... Smee CARE LT Asherottab.Cu-.. 17=\8-Al 0. ee, 
SS eaet) hel cavosterie Pensions and Nat-|Saint John, N.B....} 13-12-41 |........ 
ional Health. 
Gorse) aie 1) Site as MA Public Works..... Wells, DiC aes .* 26°62 ee ee 
Teletypist, Grade 2...... Mransporbect. sey. 55 Nova Scotia, New| 5- 9-41 1 
Brunswick and 
Prince Edward 
Island. 
Ss Grade 2. ae a hee nee ae Province of Quebec.] 30- 7-41 16 
es Secretary, External] External Affairs. .|Ottawa............. 21- 6-41 4 
airs. 
Travelling Auditor....... Pensions and Nat- i ae A ee 26- 3-41 26 
ional Health. 
Typist, Grades 1 and 2...|Dominion Winnipeg, Man.- 28-11-41 2 
Government. Ottawa. 
Veterans’ Welfare Officer,|Pensions and Nat-|Dominion 18— 1-41 | 1,286 
Grades 1, 2 and 3. ional Health. Government. 
Veterans’ Welfare Officer, eee Quebecte. Oss... 27- 9-41 30 
Grade 1 (Bil.). : 
Wartime Prices Board|Wartime Prices |Where required..... 8-11-41 
Accountant. and Trade 
Board. 
Wartime Prices Board x io Perel cep lest sl! 
Officer. 
Wartime Prices Board “ +s soBa|| elles 
Investigator. 
Water and Power Engin-|Mines and Winnipeg, Man...... 28— 6-41 |...-.--. 
eer, Grade 2. Resources. 
Wool Grader, Grade 2... ./Agriculture....... Weston, Ont........ 2- 8-41 2 
X-Ray Operator, Grade 1| Pensions ate aa London, Ont........ 27— 9-41 |.....-.- 
ional Health. 
Ke “ “ Ste. Anne de Belle-| 16- 8-41 2 
vue, P.Q. 


* * Competition still running. 


Total 


34 CIVIL SERVICE COMMISSION 


Table No. 2—Special and Advisory Examiners 


The Civil Service Commission desires to express its grateful appreciation to 
those mentioned below, who have willingly, and often at personal inconvenience, 
rendered valuable service by acting as advisory examiners in the competitions 
held under its direction. 


H. Arnsworty, Illumination Engineer, Department of Transport, Ottawa. 

Miss M. B. ANpERsOoN, Assistant Superintendent of Nurses, Ottawa Civic Hospital, Ottawa. 
T. J. ARNALL, Steam Power Plant Engineer, Department of Public Works, Victoria, B.C. 

R. A. Bisuop, Chief Excise Tax Auditor, Department of National Revenue, Ottawa. 
GeraRD BourHi.Lurmr, Professor of Electricity, Technical School, Hull, P.Q. 

Dr. A. Brapy, Professor of Economics, University of Toronto, Toronto, Ont. 

J. E. Breeze, Junior Research Engineer, National Research Council, Ottawa. 


Dr. C. P. Brown, Chief, Division of Quarantine, Immigration and Marine, Department of 
Pensions and National Health, Ottawa. 


Dr. A. E. Cameron, Assistant Director of Production Service, Health of Animals, Department 
of Agriculture, Ottawa. 


J.C. Cameron, Head of Industrial Relations Section of the School of Commerce, Queen’s Univer- 
sity, Kingston, Ont. 

D. Roy Cameron, Dominion Forester, Department of Mines and Resources, Ottawa. 

FULGENCE CHARPENTIER, Chief of French Journals, House of Commons, Ottawa. 

J. B. Corry, Superintendent, Standard Brands Limited, Montreal, P.Q. 


K. B. Concer, Chief, Fruit and Vegetable Marketing and Merchandising Service, Department 
of Agriculture, Ottawa. 


Kernnetu Cox, Provincial Agronomist, Nova Scotia Department of Agriculture, Truro, N.S. 
Norman B. Davis, Consulting Mining Engineer, Ottawa. 

V. Denis, Engineer, Department of Public Works, Ottawa. 

Dr. Evpore Duseav, Dean, Faculty of Dentistry, University of Montreal, Montreal, P.Q. 
KE. E. Duckworts, Comptroller, Sun Life Assurance Company of Canada, Montreal, P.Q. 
R. J. Fraser, Senior Hydrographer, Department of Mines and Resources, Ottawa. 

M. J. Furtone, Excise Tax Auditor, Department of National Revenue, Ottawa. 

J. A. Garner, Secretary, Corn Grower’s Association, Chatham, Ont. 

. D. Gitperr, Representative, New Brunswick Department of Agriculture, Moncton, N.B. 
. G. GoopsPEED, Superintending Engineer, Department of Public Works, Ottawa. 

. J. Grant, Associate Research Physicist, National Research Council, Ottawa. 

Rr. J. J. GREEN, Assistant Research Physicist, National Research Council, Ottawa. 

. W. 8. Hatt, Supervising Engineer, Department of National Defence, Ottawa. 


’. O. Hame., Supervising Engineer, Heating, Electricity or Steel Construction, Department of 
Public Works, Ottawa. 


E. W. Harzer, Senior Inspector, Plant Diseases, Department of Agriculture, Ottawa. 


Dr. J. J. Heacerry, Director of Public Health Services, Department of Pensions and National 
Health, Ottawa. 


Miss F. Hix, Hospital Matron, Westminster Hospital, London, Ont. 

Dr. C. Y. Hopxiys, Assistant Research Chemist, National Research Council, Ottawa. 

Dr. J. W. Hopxins, Assistant Research Biologist, National Research Council, Ottawa. 

J. Hopkinson, Chief Supervisor of Audit, Auditor General’s Office, Ottawa. 

Dr. W. C. Hoppsr, Agricultural Economist, Department of Agriculture, Ottawa. 

V. IcGLEsDEN, Superintendent, Runge Press Limited, Ottawa. 

EULER Jounson, C.A., President, Manitoba Institute of Chartered Accountants, Winnipeg, 
T. H. G. Kenyon, Supervisor, Postal Service, Post Office Department, Ottawa. 

Dr. M. O. Kuorz, Ottawa. 


R. G. Knox, Head of the Department of Animal Husbandry, Ontario Agricultural College, 
Guelph, Ont. 


MRO sm 


—oo 
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Table No. 2—Special and Advisory Examiners—Concluded 


Mayor Genera L. R. LaFiecue, Associate Deputy Minister of National War Services, Ottawa. 


J. ae fs MacEwan, Professor of Animal Husbandry, University of Saskatchewan, Saskatoon, 
ask. 

D. EB. MacKenzir, Chief Dairy Instructor, University of Manitoba, Winnipeg, Man. 

W. RENE: Senior Office Engineer, Railways and Canals, Department of Transport, 
awa. 

E. J. Marsu, Secretary, The Southern Ontario Fruit and Vegetable Shippers’ Association, 

Grimsby, Ont. 

G. E. Martin, Superintending Engineer, Department of Public Works, Ottawa. 

Miss A. A. Masson, former Cataloguer, Carnegie Public Library, Ottawa. 

D. H. McCatium, Dairy Commissioner, Alberta Department of Agriculture, Edmonton, Alta. 

Ss. at Estimating and Printing Adviser, Department of Public Printing and Stationery, 
awa. 

Dr. A. M. McCormick, Medical Officer, Department of Pensions and National Health, Ottawa. 

L. 8. McLarnz, Chief, Plant Protection Services, Department of Agriculture, Ottawa. 

Miss Epna G. McQuaps, Dietitian, Saint John General Hospital, Saint John, N.B. 

Dr. G. G. Moz, Head of the Department of Agronomy, University of British Columbia, Van- 

couver, B.C. 

Tom Moors, President, Trades and Labour Congress of Canada, Ottawa. 

S. J. Mureny, Assistant Research Physicist, National Research Council, Ottawa. 

T Sots Superintendent of Equipment and Supply Branch, Post Office Department, 
awa. 

Dr. an D. Roxpinson, Assistant Professor of Chemistry, University of Manitoba, Winnipeg, 

an. 

C. H. Rosson, Agricultural Scientist, Department of Agriculture, Ottawa. 

Miss M. P. Rooney, Office Appliance Operator, Post Office Department, Ottawa. 

L. C. Roy, Department of Agriculture, Canadian National Railways, Montreal, P.Q. 

J. B. Ruruerrorp, Statistician, Department of Trade and Commerce, Ottawa. 

ANSELME SAMOISETTE, Insurance Broker, Montreal, P.Q. 

Miss Grace T. Suaree, Head Dietitian, Ottawa Civic Hospital, Ottawa. 

G. M. Saver, Treasury Accountant, Department of Finance, Ottawa. 

W. is eee Representative, Prince Edward Island Department of Agriculture, Charlottetown, 


H. P. SrockweE tu, Resident Chemical Engineer, Corporation of Ottawa, Ottawa. 

L. N. Srarxe, Supervisor of Civil Personnel and Office Management, Department of National 
Defence, Ottawa. 

Dr. J. M. Swarnz, Director, Agricultural Science Service, Department of Agriculture, Ottawa. 

EB. M. Tayvtor, Representative, New Brunswick Department of Agriculture, Fredericton, N.B. 

A. E. Tuornton, Head Clerk, Department of Trade and Commerce, Ottawa. 

L. Trorrier, C.A., Treasurer, General Trust of Canada, Montreal, P.Q, 

Francois Vezina, Professor, Ecole des Hautes Etudes Commerciales, Montreal, P.Q. 

Dr. - By. West, Professor of Forest Entomology, University of New Brunswick, Fredericton, 

Dr. G. J. Wuerrett, Secretary, Canadian Tuberculosis Association, Ottawa. 

Miss Marcaret M. Wuerry, President, The Canadian Federation of Business and Professional 
Women’s Clubs, Montreal, P.Q. 

O. spain Superintendent, Office and Field Services Branch, Soldier Settlement of Canada, 

ttawa. 

A. K. Wicxson, Junior Research Physicist, National Research Council, Ottawa. 

C. E. Woop, Superintendent of Staff, Department of National Revenue, Ottawa. 

J. Haypn Youne, C.A., President of the British Columbia Institute of Chartered Accountants, 
Vancouver, B.C. 
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Table No. 3—Number of Assignments to Permanent, Seasonal 
and Temporary Positions 


Permanent Seasonal Temporary 
Department 
* * * * * * 
n n n a se se a 
a| s3i./a} si$si_| a | 8/38] _ 
© | Ore Tl] 8 s | Ot | ® . om b= ee 
4 (ebiBb) S| esiGel S| < | gb PRES 
OC /SOIRO| HB | OC /S0/HO] G.| © | SO}]e80] a4 
Noricul turesmnernitcn merce ten ae anit 18} 110} 31) 159 L743)" 4 50; 448! 217) 710 
Atiditor General's Oiicemnne os. sateen HA Le Dl cvs Reel LSAT Oe tce| See 7 62 67 136 
Canadian Pension Commission..........|.... 1 1 De eesti RCAC oe Me 4 10 24 38 
Cival Service Commission...........-...|..-. Ol Al Ol eer teecale 3 143 151 297 
ixternal#Atiaing: 60 eats 2 ent Ae eee 1 1 Dl eee Gane oe 1 78 141 220 
IN ANCOR, eh en ek eet ccs Grin Mee, Ty SU DBP Oe dlls sn clones 145] 1,191] 2,148) 3,484 
DILYS desta na ay ee ROG CCUM Aad ls gee 1 1 years AM gteon tte ac 3 33 31 67 
Governor General’s Secretary’s Office...]....].... 1 Le cescsllsreyerss| actus cetera eaeretete 2 1 3 
House .of{Commonsssena anew ne SE ZE ELA D1 OTT ee De eT See | ea 
INSUTATIC CMa heirs ccasbetio ck Meee eran Woe il 1 2 aezatell sate | Segetel CE oll eects 3 3 6 
JUStICe Een aece ee mien eee | LS BB eral | are re eee 1 14 10 25 
A DOUTT Se Oa eee bre a ikon | BI VANES rae. ole ee | pees 21 45 66 
ibrarycommeanrlament emake ek tee eee Saree Pee rics) acento ora alc aco doll Accs cease fs pactesle cs iow iSeaarne 
Mines and Resources............s-+ee00+ 13} 47) 8] 68]. I 1 71 451 94 616 
Minitiongsanclas upp lyse cere neni ciation omen sss Spl vat steceuleaesters lhapete tel eta |e 134) 1,036] 1,258) 2,428 
NationaluDetencessae neni seein eee 10} 11 Pd fo} Dench. ot heel eds esd Ae ee 361} 1,430] 2,826] 4,617 
National Defence for’ Air.......0...20.+. betty a ee Live esl anther | eeeenl ees 333] 2,444} 3,347] 6,124 
INationaluReventio ante scsniuh. ccac 9} 29 Yo] Raney acon toy Walle a 73 394 138 605 
NationalgWarnisenvacesaaen ss accom one 1 1 ecSee eh eae |e 8 189} 374) 571 
Pensions and National Health.......... ALSIP P84 15319 202 eae eee eee eee 280} 289) 309) 878 
OStIOM Cem ere al ete ia sie ane oie PAU PARIS OIG Sadie a cline o5lacan 304] 2,935) 284) 3,523 
IPOSUMIASteTS een e spa eee eee ee 18 ANPP AG Galle cells one 3 8 6 17 
Herlviy | COUNCI Aen Aaenn ea cen aie en ce roe ee 1 8 Ieee RAP | ele Ac 1 4 5 
Rublic#Archivesse eee. eee eee ae cet ic eae etPoed see each ral (es cil rca es toss 2 3 5 
Public Printing and Stationery.......... Sell door 1 Ll Pcl eee ae A . 38 100 25 163 
ZU DIIC SWOT Kare. coms eRe ee cee A ae SYA 1} 47) 8 i 9} 286) 218 62} 566 
Royal Canadian Mounted Police........ Nee Haws Leer eee 2 mira brent etl st i 164 164 
Secretarysol Staveae men nie mien rah ANOS ea ails 2 ae Fa IB one 64 56 120 
WENA TOtm amor tes st ae ae eer Nets nal frorere 1M anal BF-1| sssened ep al Se CEN enc Pea 
NoldieriSettlement of @anada mare shee eenlenenli uliae. wile sells BH 9 10 25 
Tradé and Commerce......4.8..00..00.. OT LOlee AGNES 7 2 2!. 4 10 800} 1,741) 2,051 
MUA SOT bere ie Ns ctecrae aera ies aes 19) 54) 10) 83). Sole ob. 206) 804; 212) 1,222 
Transport Commissioners, Board of.....|....|.... Pel DR Rec (ested oe lls All ae oe i 2 9 
Unemployment Insurance Commission. . TESTO | ees tt bake 186} 629) 500) 1,315 
“LGN JEG 5 wae ir eeas Ree £290; 513) 164) 967} ¢10} 5] 3] 18/t2, 516/13, 311/14, 249/30, 076 
Summary: Permanent (including Seasonal)............0.ccccccceccceccccucecce 985 
Temporary yh. fants ee ceaek aia eee . wu eins en DS 30,076 
RO GAL RES cc 5 itidie he Ck Ren PRT ee ee 31, 061 


*In all cases where male or female civilians were assigned there were no qualified Overseas Active 


Service men or women available for the position. 


tIncluding 4 (permanent) and 8 (temporary) women, Chap. 22, Section 29 (4), R.S., 1927. 
{Including 35 (permanent), 6 (seasonal) and 176 (temporary) O.A.S. granted disability preference. 
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Table No. 4—Showing by Provinces, Assignments made in 1941 by 
the Commission to all Classes in the Departments throughout 
the Dominion 


E 5 a we 
Posit Sve Me) Vel cole 
osition Sale tl 2 Ho Other 
8 ad e ma nm} bake) 2 Ss = |&&| Locations 
See e Pele | € lselo|2|2 iss 
2 THO| s | o Bs eee fy. (| 2 es SO 
aie |SIZI4ZI0Ol& | Clair ie 
22 2 ee ee et ee (eere! oer ee ee 
Accountant Statistician..........2.265-+[eee- ete! (eel Beeciol erected Pec eM ltads alte ohe sill wee if 
Acting Director, Farmers’ Creditors’ 
Arrangement Act.......5..2+2+++----- Bl | Seat cobs] (ues Perec Aa ey Srna are ltoretete| meme 1 
PNeitiarigilOleric ne hise ae dese cals cies see Bp eee ence Ieee nee a Renee ea lec alta mises a tees 4 
Adviser, Domestic Pork Distribution...|...-|.-+-|++++|+-+-|+-+> I ase esac (neve nets teens 
Atdioasony COUNSEL. 40 es + desie it ieie ocfeelies Sohal lepeizxed leeeaeed Peed Kena es ell eet Pal|) terten | atch haattctopade 1 
Aerodrome Keeper, Grade 2........-..- Nera: Pot Tile avd leceeete ONE AD | Sheek 5| apna lees toad Ge 
‘Aerodrome Maintenance Foreman, Grade i 
Agricultural Assistant (11)..........+++: SPAN ad lee Tl 538 PAN a 14 
Agricultural Assistant (10)..........+.-- Lh cect f i Sia LS dra a stag ly 6 
Agricultural Assistant (9)............555 phi) NEMA eS ae TWP mallee Lee crn Ae 1D 
Agricultural Assistant (8).........+++5+5 Sees meee eater |( 3 ia UNM patho 9 
Agricultural Assistant (7).......+..++555 PHS ote 2h... 2)... AN SRAE 5 
Agricultural Assistant (6).........-++++: An esc |fepsveval tas 2885 Sioneise 19 
Agricultural Assistant (5).......+-+.++5+ AL spopera | lctevetall a arseai| Sietiers | Meeoeslteer Pa] teh ; Wee 2 
Agricultural Assistant (4).........+--+-- poke VAR Ge ol feral Benen i\ Dy Vy allen 3 
Agricultural Assistant (3).........+.+++- 1 Dr 3 4 Pec atele 5 
Agricultural Assistant (2)...........+++- iW ieeec lee 2 BH ed[8 Sa 2 1 
Agricultural Assistant (1).......--..++55 i Ale oe Alineests 2). Ble 3 
Agricultural Scientist, Grade 3........-. nc lhevo ol eel tcl eece locale PPA 1 
Agricultural Scientist, Grade 2.......... es eye ATE lore lie eerbed eae perc egeeaee UY eae Meters | loves ieee 1 
Agricultural Scientist, Grade 1.......... Ua Aa | ree leN I PS cy hal Ps act,|sPorees ieee Stee 1 
(Marerattebngineer.:.i. cece ness wee nes te peaks apallagoel ecu ofa) oeo| kabobs llega 1 
Aircraft Foreman Mechanic..........--. ST ch Nis odedhqromenlteerofbl eoeeieltp-coccol oes Gad) [ore 6) leet eames 1 
Aircraft Production Engineer........-.+. ha lonellgat cp onclimoe oc nc pbllcbc! Boxe, ocala 1/10ttawa and 
elsewhere. 

Airport Attendant, Grade 2 and Airport 

Tratic Conbrol OMiconr-mee.. 5% <eit +n ast bs Heol Sete poet Weebl leos ol pan tones ipeeo | eco ....|22 Where 

required. 

Airport Attendant, Grade 2............. He Sle TLS aly cy dine cdlewod). <ne] Qe ehbeel aeosl oy ane te 
required. 

Airport Attendant, Grade 1............- 5 Pcl a ee lear Nee |e) ePAlS 3 

Airport Manager, Grade 2...........+-.: eA Cs csicitcaiiaxre|(oeurs Tl.ctecallastealigemmeecetalte eae 

Airport Manager, Grade 1.............+- DAP) a Were TL al RR SR Roa tty 

Airport Mechanic, Grade 2...........++. POL eect Wired eno ed | eee) ta | ea 

Airport Mechanic, Grade 1............-- Wie snses Ue ap AES | eo ean canto s [latevete|ioctetenltapete tal tonetors , 

Airport Traffic Control Officer........-. 5 on eee lleronollaserilin antec pool aoe aco (o ociol o-«. oid Iegidas. 1 Where 
required. 

Airways. Service Man...........+0+- 008: ayalisveesatllnares i! 1 MPa acta le OLE etl aera 

Apprentice Mint Craftsman...........-. Reve ie Ae 76 

Architectural Draftsman.............++: sol) ele nye Teen 1 

Armament MxXantiner: onda. .csee ese: « ea Nasalltacteliseon| gota PA as NOB [eterna 

PAT SON alos Ger bee ts ete eo nueiske penesie Be Pe arte ered Pr isl Ae Dee ee 

Art and Printing Supervisor.........-.-- Fe peed Geyer: | ers eeel iret hein cy ges our eckson il 

Artist, Lantern Slides, Grade 2......... elie os slineee ppacllbo.c.o| cae acai inthe are: 2 

Assistant Acting Deputy Minister, Naval 

OT TICE, Rees cara tae ae ate aah oleh otot ote A everest kev on cra) ar shal lyerexets | stevees| erenere|| ener=nei|iarcaray| a tors 1 
Assistant Architect... ...c.s0c.00++ +30: Sobel po osleoce|(oome 2 1]....]..-- iL Sere 8 
Aesistant Chemist. ...-cncerccost sees ooe Sayed |fenerers)| shaneel|ferenel = |svenen LJ... eee ede ee efeee 4 
Assistant Chief of Pages. ........--.++++ Lon NWeeotlcboclloce cllbeer| so tcl lIpain) ec0bl b Ooeilogas 1 
Assistant Chief of Protective Service....|----|:-*"[-7r7[oortfrer pe 1 
Assistant Chief Parliamentary Messenger|.---|:---}--s]oscfore pos ; 
Assistant Communication Officer git) ee ee Po) een ollpseclaoonloaoclfou ob) OlGo! ping is cpio 
Assistant Comptroller, Munitions and 1 

SDD vain Erie haan wisi fauna hes Vlpratelate eee are e Ch lf cuenntad farts ove) |(oneNated| (creer o){revert (ell smetenc| cone 5 
Assistant Counsel, Munitions and Supply.|:+-<j-<+7/-s-"[reetpeec pre pep 
Assistant Demonstrator and Lecturer, i 

Department of Agriculture oe. Beers GA aaa Se \eebeee | eaceece |TEOROne| WoscROe onic fury Te Nd { 
Assistant Departmental Printer eee ae PO od ollbne ole ane [poocy arco eso yo Oop) oil hain 
Assistant Deputy Minister, Department 1 

OLA DPICULGUTG se neti cara siacieie an) ole oXet hs Srevae el feichsns| (<xohra}| (weorakel| Koren! havi vekay ene ein)|leove Ce hie tah 2 Slee 1 
Assistant Director of Merchant Seamen:.|--«<|-r- =] 4foss fort 1 
Assistant Director of Nutrition Services.|---+]eectferrrforrcterss ara Land Shs ttote terete 47a | ieteas : 
Assistant Director of OIE BROT: AAD SOS | SORES CASS ore Se aa a a a aaa a 
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Assistant. Director of Public Relations...h.... los. fodecte ondlondelaceatusclecocle atlas on 
Assistant Dlectrical Hngineér.. ho. .h.. 741... [ss cle on ale os dae dL RO tee eae ee 


Assispalpsingimeenrs aie tenths noe 


Assistant, Grade 3, Experimental Farm. 
Assistant, Grade 1, Experimental Farm. 
Assistant Government Film Commis- 


PAO TONE a yet-tetel ahs Coa Guat ice: iclaleteltesena™t cre tactetere yews 


Assistant Press Censorship Examiner. ... et ah wy ae a. iain 
Assistant Radio Electrical Engineer.....}.... 


Assistant Regional Superintendent, Un- 
employment Insurance Commission, 
Grade: Saar soe 


| Alberta 


| B 


Columbia 


ritish 
: Manitoba 


Island 
Saskatchewan 


| New Brunswick 
Nova Scotia 


Ontario 


ei] kOxel eve lhe gale West & eee) honeyene\lis anvils Mw etent 


CH OREO FOV Cara) Warr iaral| OMT Cu CPO) CIA Cus 


A, (0) foie e) 6: “alt a Gea walling e\'e! | aceue: 6/1 08s tetelietae te 


poe 


Headquarters 


© [])e pam pase) oss collee fe « 4) sta ieie a 


Other 
Locations 


7| 1 Halifax, 
N.S.-New- 
foundland 
Airport, 
1 Newfound- 
land. 
6 
2 
4| 1 North 
West Ter- 
ritories. 


Reh 


One bebo 
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Other 
Locations 


Position 


Columbia 
Manitoba 
Island 


New Brunswick 
Quebec 


Alberta 

British 

Nova Scotia 

Ontario 

Prince Edward 

Saskatchewan 

Yukon 

Headquarters 
Ottawa 


RING OL YL AMEE AR Cae pn ee os eee ee wie RO are Pomerei areca alltche ve clllate cuathiares sills lefabelels 4.4] el oiatolliviers Pleas « 3 
TECTIA) SUNG Ce ea oe Ge aN SE a ERIS BSCRNOT BBB ieeacnes | ase | eens | IIe | eeororel (ceil (ees) iene aerene 4A 
Book Correcting Clerk; Naval Signals: ..)[.c Mesias waliote esis os allie tctere|omiere|elee a] ee sefes ee 1 
IBridgekeeper. cones ae. raters deans rtctee 
Bridgekeeper and Caretaker (Part Time)|....]....|....]...-J..-- 1 Ve eae GPa A (OJ 
Tid VemMane wolGnl Meters sete aclele ys Wom cl [CMS lane vedic a «fees ae Vee | Ps 3 Dera 
Bridgeman, Fraser River Bridge........ 1 Ae perl ei ea Al pcera ows reteta Save Retacelel| PREM tbe Rea « 
BTIG Fen MLOLOLMaled.ts see snilts kde. roils: fe ll matatayln tatetal tats fe Raa 
@Ganaliightkeeperssce: ..clcen-gss ance ats ete ees heated | cee we 
Caretaker SER eh A PAA cee eines AI tae 


CoP 
—_ 

or 
_ 
ms 


6 Gia 3 (Hamited Service). alc elev r ieee hoes ema [otatatell airs 2 Leer ONE he. 
of Grade 2 and Caretaker, 

Grade:2i(Partsl ime) 22 .ycids peed aeration pene: THis eae ee Dearcecd ame aie 
i Graded (PATG LHS) ¥cig tess ees ra etal ele aliens eerelIna eden G cis 2 |teratatel|\t ©). 2| bere e] Slats 


a Grade 1 (Part Time).......... : 
sf Grade ‘hand: @aretakerj® 9 Yao. cad ieee ke 
Grade 1 (Part Time). 
GNEMISU as edn Tha wears porate ies a ace es ae WEA 
Wire Cleric te ee eee hee eee ease Ree eed std eOPen dL de aus Doe ata eee 
Oiiiet Gost LnvestizacOn he rk ce oat cre Tenis ratte eecelteisie os «ciel oreecsillotmtane'|iere Sar] era tame Irehovere 
Wiiie A DLOLCSIVATE Seer a eC te alt Sei copier titres all ress oz a adel Meare sea «l[ paneetiare 6 mi] ete. 
@hiet Hurincering Consultant-masns. + chicas eee moc e ve ollth oo /el| Meter] ss dale te fate [ie a. tara) obs 
Chief Inspector of Insurance Revenue, 
Unemployment Insurance Commission]....]....].... Jo... [eee[eeeefewee[eeeefeeeepeees 
Chief Instructor, Royal Canadian Air 
MOT COE See te Cet Se Rye De oe Laie mrecell stantial Sreteved Melavaw« eas LIBRPSAI Nord: cbse Rint, Sed 
Chief Insurance Reviewing Officer, Un- 
employment Insurance Commission...|....]....Jee-efeeeejeee elec elec epee eefereefenes 
GhistbraisonuOmecens a5 tee eset vole cer eeeelan eet eserdas eis ssn |iane of srr |e aiee| ene | ano 1 ee 
Ohio, 


U.S.A. 
Wincimradica OM Cord sts Get ea soon es cle acest G ceil weet sea teil werent set. bees cl he i oe 
Pinietor Aircratt- Overhaul 1. oss sores edesk she enmlian elem ends emrlewtin |e ove|erodiels saahersiere | acc 2 Ottawa 
and else- 
where. 


ant 


Do RRR OH 


Chief of Equipment, Purchaser and 
Storekeeper meet ee ee eine Sete SHR WRENN RE SSRIS Cues Wletell vile bbate se [ivinG|e de elise ¢ 1 
Chief of Machine Tools and Gauges 
Division, Munitions and Supply....... RPP RE rl CHM Hd ers HR TeCe toe. si sb [atta Pn Re sic tet lS yauete 1 
Chief of Pages Fis Sere dee iis Lee ik roe go a He, eb le AES a) eyes, Boel emrege a eWeek 2 ean er 1 
Chief of Tank Division, Munitions and 
SUPDIV see ie ec Dak eee SEPA ood e bars Nore ed| ete ve ene Ho. & lercdl zu  sseee tone a ltnee| teen i. 
Chief Parliamentary Messenger (Senate)|....]...-)...-[e..e}eeee[eeeafeee efor ee [eee eteeee 1 
Chief Statisticianows4 ssp ee reee eu ey Se, ea res 8s Get OW ac eae iey Ve toa Ul Te 
hich Storemian:. stig ssh scr epee ce RRP ARE eke AN eaie X14. ek | 
Civil Service Examiner, Grade 3.. PAH Pee nk Beate rareil siti. Later TG Sete ie_-aee LS eens 1 
Gradeissaacken PER il peaete x Seiad ot wiare ES lees fhorer org] seen TD aes 3 
ss es CON VE Tey Ibe osc d Re cgucell erred Mee nol Oda eiony (cass tall ferro (Soro) (utuens| elo 3 
Cleaner and Helper .snsist esters so) rr oH ee tal ee a Slee pee 
Cleaner and Helper (Part Time).........|.... SU ae oa) 2 tS Ses att becom fe ay ton Weary noe re 130 
Clerk’ Gradelay ete: 244 bet tine ens (i) 1| 246)1 Where 
required. 
1 Washing- 
ton, 
U.S.A. 
1 New- 
foundland 


Clerk, Grade 4 (Construction Architec- 
tural Specification Writer). .:)... sce «|. 520). see |e oct] acer 1 Wier eo fe Bacal Pa, Se 8 Pee oo oe 1 
Clerk, Grade 4 (Part Time) (Mining 
Recorde a) vga eed kage Hen cic te Micro (acai fomaceo (coin FSO Ae Kone IG) a Lice 
Clerk, Grade 4 (Timekeeper)...........b...cbeee bees cleeeedeees 


ce vebecseleoectnaviatesee 
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ad 
aS aS) r=] n 
BE ilines S S B 
: aves is @ % Oth 
Position ae] 3 a3 er 
sigh Slaleai es ate S = | =| Locations 
Blasi2 |e] 2/3 (88) 4/2| 8 ts 
SEO] & | o | o | 8 eA A Ee) 
it | | Goloulay wm | Pt ho 
Glories Graderas denarii elie ware: 16} 38} 44 241 68) 3 25 514/1 New- 
foundland 
“ Grade 3 (Airport Attendant)..... DU Sisco eis orcll #10. oll ous deel olla FH tear? I pe eral eco reee 
“ Grade 3 (Foreman Attendant)... BU aes eeegre erento ica) imirkeeal epee rales colle. 
KSPCGrradoiou (EAL beel lie) an are etal saree one eee en eae ce nlieeanlis ak alec... “abysts 
as Graden2> tices eee eee 53} 83} 72] 36] 164] 227 1 74)... .11675 
Ds (Ergo tsx Oy (Uetieininl Ob brava nue Genta cbeaehalAcene Keene see allies, sallece siell elo che lhe ope dibeeeo (oe rars | ea 
“« Grade 2 (Linen Storekeeper).....}.... Fal Bigeel ome Bcc | sitll ean een 
SOM TAC OMAGH years deo aan ee ne, Sie De Opel eet | Ce) ees ise! 
oo rac Onl ae ery ne Rese ne Nias Costae 180} 123} 184} 140} 210] 492 i 110 2/4873 
Clerk of Works) Grade:4..40 5 oes usb onli. b Jere or Ya ab ecseel lie racll onsets laters es ama | pee | ee il 
ee TACOS. esse ee ek Ake 2 4 CAS &. Ie 1 
we (rade gres rede steno eee 1 1 Parcs otal bare 4) Jey |O 6] Leh here |e 
ee Giracdenlly Wye tater creel ees Rea ies a te ee 1 L} 56054 PAO ote ee ee 
Coder and Cypherer (Naval Signals)....].... RO ees ora rice Pe et ol cas ls Oo oclline = 47 
Confidential Messengers: oho. cater mcs < oct ers oted ove ctell orm gteiliocccere | sucteco:l they cll opener eae | a 3 
Constable, Indian Reserve (Part Time).|....]....]....|....].... bd Peters beers lect tac alls oven 
Constable; ProtectiverService) oa. cca tol: s<|fex-c dae. ehoccle acs] iacrcullian ol oem eae eee 10 
Constructions Horeman.-..1.-.hescee. o 1 1 De, 5} saeco] OLE Be ee ees 
Consul tinestinginee reer ott mere ell ccna El eee | ae el ee |W OrgerE os Bees ve Bl isscecssllbay. 
Copy NOlderaee cabs muacketen s steele oteiesasimbcree Ieee lic gs cl Geis clisateie de ae eee | Ane eee | eae |e 6 
@ustomssbixcise @lerkiay, spa cries lie Oe esl eee 9 Sie 1 ected Ore 
Customs Excise Enforcement Officer. ... 1 GI... bl 4 Site Ne eee, 
Customs Excise Enforcement Officer 
(Rarte lune) cae loud aa atue sesh "| ees) Mee eet eae GMA Aloe alMoccliseillsag alt nc. 
Customs Excise Examiner.............. OG ev 13) ee'6 es, oe Re eee oy 
Customs Excise Examiner, Grade 1 Out- 
OLE por gea eats brsysuc seueolbitecahie oa Aoeccalietet cs 8)... 2) OL yekS eer ine 2| ae eee 1 
Customs Excise Examiner, Limited Ser- 
VACEKOUCDORG Tecra UR ne eee | se alliveeeal tae Me iL ae INP tml tone liam 
Customs! Guard tere ton tees he oclo ee. Dh eo ees% 5:5: 979'| rove || os easel cpanel | a 
Customise lruc kina. ya) yos eee Meta ccek| ee scl re Lees ee eee 8) coal SUS a See eee 
Dairy Produce Grader, Grade l........ Lee Lou oe 1 Peel eet peal sales 
Dante Deb veRrr sects scutes este ates suet sed [ieee |S Beltane ees Lose ee Des | sae 1 Ontario - 
Quebec. 
MOMEBMOMUCET eh gi rale'e Ccitle abvicleinsele geelapg |-xeelrsalea oulsya ol ovselce ed Geale) le a 
DentaliOfficer (Part Time).....:.......|.... Joan LAS Bl eae 1 ees eee kted|listo a llcecc 
Depamtmental Accountant,\Grade6..:...|...-]2.3t}e0<shessslaceclood dacdalou nae 6 
us ss Grad ero min oh. nee ane Sard lata Seen «Sete: Head eee 10 
cs os rade ne cane OE ORCS Oo Eebrrallis ole ots tice fears ol ties oc 33 
is sf Graderoaeeo| ne a Bare'f al cce ceil coi eves egeaeee hob 2am ce | eae 40|1 Labrador. 
ee aS Grade 2..... Lia ees | eee chee 1 By eee cere ie 45 
« Wy Grradontny | ane ew Lie Te) Dies AVL ane eee 23 
Departmental Librarian, Grade l.......].... aie eal ea eis or alee cl Ware la... 4 
Departmental Purchasing Agent, Grade 5 spiel ae2 UI eee 3 
Departmental Purchasing Agent, Grade 4 ats By lea oe Sl eocane hearer ere 8 
Departmental Purchasing Agent, Grade 3 j DPMreeer Sees rt a 6 
Departmental Purchasing Agent, Grade 2!....|.... 4 eater Ogee c oblhy ho 13 
Departmental Purchasing Agent, Grade1|....|....|. 8) coil Seah esl 2h | eee 26 
Deputy Controller of Supplies...........|....].... se) ater attra) eee |e ae 1 
Pespateh Clerk (Naval Signals),..< 6042.02]. s45| secs) ors oloweatan cee muattce tl eeeee aan eee 4 
Dietitian Grade went. eek kes, wee ae eee DY 3 cpscel| ete eeee | ateaetel a ee 
Diehitian, Grade dtm. +A uae bk. ellen Y, 1 1 4s cdl age Sera te oe ee 
Director, Chemicals and Explosives.....|....]....)....J....J0.. 0)... -| Ll 1 
Director, General Industry and Sub- 
CAR NOtING CO-Or dination 6h. o-.d gwindcn| inst Dae | Loco Ve font oc Wake eel ae a ee 1 
dymectorat Nutrition Services .! od... i) cos. |.cuedoandiaccdlliecttee il aon ab laine 1 
PMeCEM Gs EO AUOLION slab neo Pieros necrse ht els a gheasea otal ten eee en ed 1 
PQEMAUOLT UNCDOSE ST: wade ie chie's+ 4: vee Le stant oe al vysy [Reel cael os lean een ee il 
SpeeOehSbip-Puiding fi.) 0s den < slant oeen| swag foc el qaceliakel ie] eee aleanl ea 1 Ottawa 
; and else~ 
Director of Technical Training..........|....|....|....|....4.... A ori (omen eee ile aes 1 AT 
Parpetor of United States Purchase. ......\. ..<(euls.odecsaecssh Lee ole ee 2 
BESO BERT: hare Hock siya ton etccn ahs keh ee ee 1 Ure cal gee alee | Pr: 5 
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Other 
Locations 


Position 


Columbia 
Manitoba 
New Brunswick 
Nova Scotia 
Prince Edward 
Saskatchewan 
Headquarters 


Alberta 
British 


Dispenser (Part. Time)........65....:.00- De eee Saeco k TtG po oil's pnie faked snes’ edt 
District Airways Engineer............../.... IES ar Neen Pearl PA nS ete al Pe Sar 1 A |Raeets 
District Manager, Industry and Sub- 

contracting Co-ordination............. 1 Sees ect orcs Al seca Teethers €8 Vagal ete cll ose. 
District Supervisor, Grade 2, Depart- 

MOM MOMEISNELICN hee eo ee eh ea cot ee Alb ealleusicclh ae abo aleotioe s.« Al ieee dae jl epeae 
Dock Superintendent, Department of 

Nationale DelenCe vatirna xe iecote caves, sleds alle corel eset beer «. sul cde ee Idec’ Ll aeeeaitt call aaves 
Dockyard Trades Foreman.............}.... 1) ees | ae lane ae tell so ee kptorors|'t «stele 
omrmia She Taeracr tse evry stele Necdic ste obese auth el ecarcd ios bls ee ated youll ausves Die riser heap ate tunibeedar 
PACE SIIVATI IM iets eter Whe tebe ore ees ein hoses ocell ace ais Ale VAN eral D1 a1'9 1 fAy 9 ies 
IE CONOLAISH PERE RE ere ee Rare etal eae satedl a eer a al la etal econ seal chavalull evel cy edelela fa. ales elfiee sa el aresa 
Hdttonssupenvisor Reference, Services. alco a aleseales sielllsiciocil’s seals -clatiesiat- cee] ee ss 
ANGIE OMIA SSISEAN bie tee ce rete er aa ahs chain ciliate oP tears pall eter cedel| evosaicell eal sie] "ss, ateihi« charaifiereiovcy|iare e:sifies oye) 
IDlectricalslingineer ser cc csra a race Distues | cic cial ested eeskeell eahee 11 eaeAM (RIDIN seid (Skirt ire er 
Electrician-Engineer, Grade 1...........].... jist Has ees Nee ea (em A earl UO) Peneeat ete 


Em ployinenter dvleern Grade. onan shies als tale el eel te So ccHl cine ell lacosnral] [ols tebe' tahoe, pibravegniet| agetess 
Eanpiovasent and ClaimaOficer, Grade dle .4..., Mop nae ss cde eec|es'so|-<~-| oeviehote ad rsie 


Neer se J 

Employment and Claims Officer,Gradel] 9) 17). 13; 3] 5] 60} 1; 20; 8... 1 
Mimploymentuvanageninese aot ce iar lanai yea 1 

Engineering Assistant, Aids to Naviga- 

CSOT ct cl Me ed. he cc le 8. Oooo SR AET 5 ARO RYGRGIOIE OP | AMetetes| lene ee SIN. | PesPeet!| enero (Geese CREA |e AUPE | or 1 
oN PNOorIN GAO OTe a Va he ects ns Die eaTit a 1 11 [Pay SOU eae eal TP) 
Bneineering Plelpers 2-26 te dente oe ee oe Hi Ses ta” P| Ae Es ea eee al Pe 
Pincmeenr mines ora deicn ted ae eee een Cem tea al ees a rere ee oeaif ga Ate ee ae [hgexae 1 
iBraveatprere, Wi Bi ates, Geese Pe Iain s Bove a oh otal degre Ile. eek fees oral [ekg ol lene foraental PMBnO el uerae! piel IncSeo 1 
iayatirerer, Wilsitaee \Gaasve lad. shins b deen asin [earn feee lore [eatcetPBeiall [Par neeobcl erie tears (neaehe 1 
Muemecr tNavaloonwro less. cine atime Es calRrra-ai|losve Wiss tlhe cle dre eal eee eee 
Engineer, Naval Service...........-....|.... Ties cl me SS a a ed (ee ol et ee 
Eintomologistindspeck rhe ge ate aero bs 1 | ae | es Ken ae Vener Recent Farce be crt 
xaMinomor Masters andeMates...-5 neds ables cal oak. oo, Tai Ala el ae Hise: ene S 
Excise Tax Auditor, Grade 2............ Ap ZU Bee DA ORM Se MERA Oh os. 4 
Excise Tax Auditor, Gradel............ J 1 . 

Executive Assistant, Department of 

INahlOnaleWAr DelViCces bewtetmatra (WM . alere cal. aed) ens legate oslo wnelemeds (Staee J 
HIXGCHIGIVOPASBISLANG. JHINANCO ate at ale. Bs aly gece cal sl Give [eet lomga yao [Meow 1 
Executive Assistant, Munitions and 

SUD Deel ee be: ee RIM Aol, cise (Bebe fink on [yar ozo aie eo eit: 1 
Bxecutive Agsistant, NationaleDetence: seca <a clan dle ccd ede cle on | yaa} te een erie tere 2 
Executive Assistant to the Director of 

Automotive Production, Munitions and 

shiryelliies Geb Gre MOP RR Berd he ney TE | leona Saati Paneer | meas] Weed eateced Peet eto, 1 
Executive Assistant, War Industries Con- 

iol Boardl(Aurcratt Production).4-...|@..41... a\cadee< a[hs~. BL eed meee g II | ee, <e 2 
Executive Assistant, Unemployment In- 

BUT A CREO ORIN TALIS SIO Dente cotr ea ee acral ae al ae reall acs cost vec ins ecal[leee a lens ceo fecacal® | arqere 2 

2 


Executive Director, Unemployment In- 
SILAN COM Ge OUMIATS SIONS, «phe ao 7a | enema Ne wooed eee tee ene a |'f -uaifie coeies| Eee APN Dee Nentie ak 2 Hatch oh 
Experimental Farm Assistant, Grade 2..|....]....]....J-..-[e---[ee- ee: Te oa lee 
PEDOTURLEA ET eSLOD ces. aol) hut aaeeia tua oelines o| oma iea >: oe cot eek | ok eae 1 
MAaniminorelmana ie: yet sees An ct nsra hia hese [Rca line ooo eels 4 2 14a Ll oetenletoh 
[Bigeye Sayers BAER EPR a ct ok Suess eevee ietueed A) hind DRS ie 1A eas ead |Past (eerie (Bice Unsicen bre Ica es 1 
Miola Hinpineeteateecicues cit ba. Alcateh te Silent faded Te Bec od | he etl d oe bow ea peaaleted| Bae 
Field Supervisor, Nutrition Services.....)....[.-- 0}. ..e]hee- [ees fon ts| estes [& tiiap teed [leet 2 
Field Supervisor, Soldier Settlement, 


Filing Clerk, Naval Signals...... Oe |e Pee a ee dy cal Roe es See 8 ator 13 
HiresRanverstarade | (Part Time), 3...) pacclece cle ost [eee alors: 1 (0) | Ee aes ce 
Hisheries Inspector, Grade 1. 2.0.22. erdesceds dele one OAL POGIIe A 1 1 amen | eo be oe 


42 


CIVIL SERVICE COMMISSION 


Table No. 4—Showing by Provinces, Assignments made in 1941 by 
the Commission to all Classes in the Departments throughout 


the Dominion—Continued 


re eee ore eee 
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Position 


Folding Machine Operator 


Columbia 


Mantoba 


Prince Edward 
Island 


New Brunswick 
Nova Scotia 
Saskatchewan 
n 
Headquarters 


British 


3 
Foreman of Char Service (Part Time)...]....]....]....J...-].... iy Pose 1): 6 ae" 5 


Foreman of Stores ...... 


Forest Products:Assistant, Grade 2... ica heels es cts cule. aailee ee) |ao aac ela] eee 2 
Forest Products Assistant, Grade ls. Ae. Pewee nee cea cell teed eee lene at ae neta] cree 1 
Forestry Engineer, Grade 1.............]...-]..+- Li 4 2a 7 Nae Wea feces West 5 


Hox Grader ab eae 


Fruit and Vegetable Inspector, Grade 1. Sie 24 ea ella cee BPA SPA ed Li <2e sae 1 
Fumigating Officer, Department of Pen- 
sions and National Health............].... Ys salle Sees eee AH ere | ee Ji Fa ea re 


WouriGradernweeonee yee. 
Gardener, Grade 2....... 
Gardener, Grade 1....... 
Gatekeepentae i) senties 


Gaugeland! Procurement Omicerngeue. sin. leecac |e wee al | nie | een |e caer) | eee eee ee 1 
Gauge: Prodiiction# Png imeern vas ncsec ean aioe elas tdee cll podtese fae ad] oie | natal eee | eee eee 1 
General Assistant to the Assistant Acting 

Deputy Ministerof Naval Services. aes tine. fee cider eels os oleae Icke tee ee ee 1 
General Construction Poremans;a...5 oid: cart a5.|s acc] nes PA ed lela, T].Aer G ede 


General Repairman...... 


General Secretary, Wartime Industries 


and Control Board.... 


Graduate Assistant, Department of 


Agriculture, Grade 1... 
Graduate Nurse......... 
Grain Inspection Assistant 
Grain Inspector.......... 
Greenhouse Man......... 
Group Controller........ 


Group Supervisor of Stores..............]-...[.... Nee bo Ae Lyi on sip nee || yh ae 


Hand Compositor....... 
Hatchery Assistant...... 
Head Clerk3ne es. ae. 


Head Clerk (Barrack Officer)........... rR ae 2 1 ono 1 1 ANE a eS 


Head Gardener, Grade 2 
Head Herdsman......... 
Head) Plotmants+..0 Accs 
Head Poultryman....... 
Head: Steward soci wtae- 
erdsmantew sacle aside se 
Hospital Cook, Grade 3.. 


Hospital Cook, Grade 1 


Immigration Inspector (Part Time)..... TURES ewe ee ree eee Globee! 764 
Indian Agent, Grade 5... 
Indian Agent, Grade 4... 
Indian Avent, (Grade 41(Part ime)iese. lence atl e.. 3 
Indian Agent, Grade 3... 


Indian Farming Instructor and Constable|....|_ 1 


Mehta tangent Wand aia «(ete 2 Teall chess 4 Weer Rees ey Lys RR TEV eae 


Hospital Orderly Graders aerrnid in wrecnlinn ki. Cw. hanne J 
Hospital Orderly? Grade 20... 0.6. lene: 8} 10} 12 8} 60} 120]....}| 100 
Hospital Utility Many Grade 34.20.74. .1..-. 1 1 sy 

Hospital Utility Man, Grade 2..........].:. ai 
Hospital Utility Man, Gradel.......... Dla Lee 21 3 SES (ee 4 
Hydrographer, Grade 1.. 
Illustrator, Post Office. . 
Immigration Guard..... 
Immigration Inspector... 


icy Sha itr mane oar (oie ieee eee aaemel eye oe Mipsis ee Se! 1 


Industrial Development. Adviser....5.-1.54dohccfe eesti. lous een ee, Wee 2 
induetrial Hygiene Engineers sib. satrvlice i eoveteas Phas tee deeeut okie ee ee Bey 1 
Industrial Research Clerk, Department 1 


GLabourte ann cee 


Other 
Locations 


1 Washing- 
ton, 


U.S.A. 


REPORT OF THE COMMISSIONERS 


43 


Table No. 4—Showing by Provinces, Assignments made in 1941 by 
the Commission to all Classes in the Departments throughout 
the Dominion—Continued 


Position 


Inspection Engineer 
Inspector, Air Training Scheme 
Inspector of Aerodrome Work and Con- 

struction 


Inspector of Aircraft, Grade 2 
Inspector of Aircraft, Grade 1 
Inspector of Armament 
Inspector of Concrete Construction 
Inspector of Construction 
Inspector of Dairy Products 
temperter of Dairy Products (Special 
nvestigator of Marketing) 

Inspector of Electricity and Gas......... 
Inspector of Explosives 
Inspector of Foods and Drugs 
Inspector of Stores, National Defence, 

Grade 3 
Inspector of Stores, National Defence 

(Surveyor) 
Inspector of Weights and Measures...... 
Inspector, Plant Diseases, Grade 2 
Inspector, Plant Diseases, Grade 1 
Inspector, Plant Protection, Grade 
Instructor in Navigation.......... ey. 
Instrument Maker Foreman 
Instrument Maker, Grade 2 
Instrument Maker, Grade 1 
Instrument Man 


Insurance Inspector, Grade 3, Unemploy- 
ment Insurance Commission 
Insurance Inspector, Grade 2, Unemploy- 
ment Insurance Commission 
Insurance Inspector, Grade 1, Unemploy- 
ment Insurance Commission 
Insurance Officer, Grade 2 
Investigator, Combines 
Office, G 
Investigator, 
and National Health, Grade 1 
Investigator, Organization Branch, 
Grade 
Investigator, Organization Branch, 
Grade 1 
MUNIORVATCOISCCE Ss cca crtc gene sores ede ean 
Junior Bacteriologist 
Junior Chemist 
Junior Department Solicitor 
Junior Draftsman 
Junior Engineer 
Junior Hydrometric Engineer 
Junior Instrument Man 
Junior Mechanical Draftsman 
Junior Mechanical Engineer 
Junior Pharmacologist. . 
Junior Radio Electrical Engineer........ 
Junior Radio Electrician 
Junior Research Assistant 
Miimior Seed Analy sty... 2... fs sie esa? 
Junior Translator 
Junior Veterinary Inspector 


na 
3 @ |S E E 2 
we) i llores ae) ® 
g| 8 1s | 8 As 3 s¢ 
Eieel Sie is l| eles! 3/8) s iss 
“Gl es oO 6 o Ide 
2 \SS| a|/ Eile | Siaulol¥] ess 
OBO Resa On mOn} cua lteyit el 2. rl o® 
“219 |S/4/4/0 1h [Cla] [x 
oe Ml aaa DANO ae nae 1 es Be 
36| 46] 41 3] 15} 249 1 [PAT ie kere bea 26 
Drauss apders eipeecoes 18}. Gola 
He eI Wir fae | [alien a 4]. as cose 
1 A YU eet ot | Da | I Ra a Tee il 
bea | Gectand | emt G| teen eel abse sora evar |iopeith ns dH: eR | eae | ea 
PRA PE ey aL eta [bec | Pea yA Be le ene if 
DNer lees me 1 ihe 5 ALY. es ie ete 
Ge neay be Te, ap 1a i |e (ae AME veeates | pata on |e 
Heyes ale enaee [bea act aaa il. Boot Kegel (Het aa IS es 7 
Peco eoerrel Pah Wed] Robes sia Depa ccta Vek wre stots ah fie oo eens 1 
eee Si ieas = eAHERE Re: ca lteper te | sus: ese, iota ats HA aparere | eesrere Pere Pas 
AAG A ceed lets fl aca Gass [es eee | chia PB Saco (4 ea let 8 
+, CAL eed ee elas SP pete [ecto |i acorn [ntessete tee. | Spe 
DAD, yee, | iene |" aes IE cera illte 4 Nt hes eae lane 
ee | ee wale 3 GIR ess eres [laeesele | ieee 
1 2K. 1 3 1 2 PAS adel [ele he 
eer TEER ee ln ee aia al care el Wie etl |B. he Mire hal ee 
wp ele at etal be eeu er ean | 71 are leet Ba he 
Belts, dee APE clone amok eee |e oie | caetegh Neeeetian |Woete a 1 
5 el eee | Secs Ae ERI cect I acted Iceeeaen| Pees J 
Pe ctl (ote cede ete i) 5 etecne wll obese Seal | Soe Ie Sia Ue a 20 
19| 10 5| 18 4| 24 1 3 Gla. 1 
1 2 1 ie sill: 4 Tile 2 
4 9 5 3 3) 438 1} 30 Al... Hi 
4 9 2 1 3] 25 26 6}. 4 
Pandata ci[ enaeen nal exo s ay es See nie Al lac ce 1 
2 te peat casei (Gab RRs, Os crecgeel hs, Mean erties See 1 
j 3 1 2 1 Sice. 2 4)... 1 
* geaal is Fodtedt| Seales esi ys eieal lege] fe Caged bonaciien ta Glos 2 
Preis ets alka ceed tenes ick arc leteiens| kere 2 
Dae rs 1}. Ble cSt cca ihn 3 
2 lh 5 pels ated lls Gael Lee ieee eee (ecm (ey cas : 2 
hemes VP ceeds ee dis Lie 3 
4 RELI ase wilh Bie ail he deekent [ey creraedl Va renal 2 CRIES itt sees les sree | ores il 
ul A weed lear? 2 if il ve ase: su 8 
1 Bi BIPALL 3] 27 Dee Cie 9 
MIN cal mee er Wome cillcrscenetliomers: Gs: Nnrerecs |lee.reet pix ners il 
5 On| bs GaP [ease a ec (ee KAT fc Ue eee 1 
Pee As itvesciattionavcten erscs Silhese. « DANS Sd dhs sters 1 
2 as ily aes Sina bs Seal ae ero [oe ke. Brome laseanen es rons 6 
~ cial Ne LE le OR le eel |G ose | seca (ny cea AS ee 1 
1» Ee el Ne iota le Oe aan Hecate I eae fer eee le po eal (6 Ofte Prone 4 
OPA ly oes icc oer) ems) We cone eres ese 1 Bota sy soe (Es 
ated tate |e, coal. eT Ee eS) I iene eee fe: Giese bee ca] oer 1 
3 1}. 2). {he 2 1}. 4 
Se POLLO Big alain Idee | a i | SAR oe 


Other 
Locations 


1 Where 
required. 


7 New- 
foundland. 

1 Where 
required. 

1 Labrador. 
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Other 


Position € 
Locations 


ritish 
Columbia 
Manitoba 
Island 


| Alberta 

(les 
New Brunswick 
Nova Scotia 
Prince Edward 
Saskatchewan 
Headquarters 


Junior Wartime Technical Assistant 
Junior Wartime Technologist 
Laboratory Assistant 
Laboratory Helper 
Labour Relations Officer, Grade 4 
Lapidary Mechanic Foreman............]....].... 
Lapidary Mechanic, Grade 4 
Lapidary Mechanic, Grade 3 
Lapidary Mechanic, Grade 2 
Lapidary Mechanic, Grade 1 Pe 3 as 
Hapidary, Mechanic Helper... fae tees cts 
Launchman 
Law Clerk 
Lay Inspector 
Leading Storeman 
Letter Carrier. 
Letter Carrier (Part Time) 
Library Assistant 
hightikeepent@lass 2), min naen. we tence ete oe 
lightkeepers'@lass\2Av john bae. ees 


383] 


Lightkeeper, Class 3 
Lightkeeper, Class 4 
Lightkeeper, Class 5 
Lightkeeper, Class 6 
Lightkeeper, Class 7 


Lightkeeper, Class 8 


Wightkeoper, Class 9......)....0...5.0:. Le ion aes 


Lightkeeper, Class 10 


Lightkeeper, Class 10A 


Lightkeeper, Class 11 
Lightkeeper, Class 12 
Lightkeeper, Class 13 
Lightkeeper, Class 14 
Lightkeeper, Class 15 
Lightkeeper, Class 19 


Ree ee 


bo ts 
— 


— 
; = bo ee - . 
sacs 


— 


Linesman 


ive stock Inspector: sae tee. cle lee 
Live Stock Products Grader, Grade 1... 

Lockmaster 
Lockman 


Claims 


Employment and 


Office, Grade 5 
Manager, 


Manager, Ay 
Office, G 

Manager, 
Office, G 


rade 2 


Manager, Employment “9 
Office, Grade 1 


et NO 


HC ee 


'gole 
Py Ae de 


1 Newfound- 
land 


__|t Newfound- 


land 
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4 
: i Soph ne 
Positi = z $ Me é £ Oth 
osition 2/51] 8 E 2S Ra er 
i ae ° a | 2 © ne 2 e = |=%| Locations 
Sie) e]e/F | sleslied]4| 2 igs 
Oreo] gs) o |] oO] & lee! s| 3] Ss }e0 
42M Ie (2/1410 i | oOlale ia 
Mapa rattsman cnn sienet ots cater ene oan Wen fecaau rh aieee culls cos. | Meare kare teaver ines ts, 6 
Matinewrent: Grade diet. 2968.2 Ss dle it ARG S| ES ett | RN i cel Fe Pe Ce 
Marinesioncineent neti nomen cae ccc lpiiacilas tea ler antes 7 Figo eal tote UA VA |e ete fae ee OB 
Marine Sub-neent (carb Dame) ee aed etiiecoulier etic si ares DO ony | ae pera ie teas 
WirsacumaGrracderiam ee neut sem oe at ous vera elie Sam bic ci! cell. 1 WRN | idan ee omega ean 
REET ALLY COTO CLVIGC Tere rate eee etalon raat unt SPM ae ss La algal. olla Bee 1}. 
Nacira riers TATESITIAD ease am ic ere ec LUN is, oa ete amu Cora DL cis 1 Die ie 2 
MlechamicalPneincer (Heating cack cok alin ast Amen emetic ecclesia ote lela Jo Hae 4 1; 1 London, 
England 
Mechanicalelransport) Managert yn. aes vues aaiteneaiimiietee)Ule . atolare slits sale. oh esi 1 
MechanicaliPransports Earts Specialisti: fuel MMU MiiaciMicd stig Wallac el dale cella 1 
Mechanic, Marine Signals, Grade 2......)....].-..)....).0--}o el]. Weep ihe oaeel anid 
Mechanic, Marine Signals, Grade 1......]....]....J....).--- 1 1 Lier aides 
MechanieVStoresii see ee eee pee ah Dae TU PERRI Te ctoaa tan machseatien) AA GC lias L, a eens nen 
Medical Adviser (Part Time)........... 1 1 1 1 1 5 1 3 1}. ua, 
Medical'Ofiicer; Gradeo) ii) .5. ahs. 5: ihe AI ee (Ms abe, 2 Renan! SARE a Necene i Fae [ote : 2 
Medical Officer, Grade 4................ 3 1 1 Zier ols (iE ae 1 
Medical Officer, Grade 4 (Pant) Dime)i des laanelhe sume dts bles caine + « Bite Re 
Medical Officer, Grade 3................ aa 1}. ‘ 5 Ses iG Mra | 
Medical Officer, Grade 3 (Part Time)...|....|....]..-. 1 1 Gime ANE Dine 1 
Medical.Officer, Grade 2......-....:.... Ns |e: 7 a Ae | r4e iV eee 1 
Medical Officer, Grade 2 (Part Time)...]....}....]....J....J.... 1S S| ERA | reenact 
Medical Officer, Grade 12250 07...20. 2. ck 11 |fcaeh SL pei a, Cone ares | ee TGs Reese 
Medical Officer, Grade 1 (Probational)..|....}....]....}...-].... 1 as an | pari | ae | Sansa ‘ 
Medical Officer, North West Territories, 1 Arctic Re- 
Grade 1. gions and 
North West 
Territories 
1 Eastern 
Arctic Ex- 
pedition. 
2 North 
West 
Territories. 
Medical Superintendent, Department of 
MG OS ATCO SOURCES mee tees teeter A SM NL May SHEA sce Mhslie-s alles. oust wr 1 
Medical Superintendent, Indian Reserve.|... 1 OA data tA 1 en lis Sein 
Meteorological Assistant, Grade 3....... Sie wiivee sts. i can haeeag 1 3}. .|52 Where re- 
quired. 
6 Eastern 
Command. 
4 Relief. 
6 Western 
Command. 
1 New- 
foundland. 
Meteorological Assistant, Grade 2....... 2 9 3 4 2 Sie nN open Sey ae 3 Western 
Canada. 
1 Where 
required. 
Meteorological Assistant, Grade 1....... DA | Me aaa Bie Pan Fai hehe lees gfe 1 
Moteorolonist: Grade ssn tes fot aes te feet iereter teases ei iat = ox TAs aan ete as eee 
Meteorolosist, Grade lot ase. Ae tessa oe 2 Le 1 Oh Saeed | SaeN IAGEA cal eee 4 Where 
required 
1 New- 
foundland. 
Moros Ana lyst es ete ede cate iene a ety Geel | DAE | eo Rea Ieee | ce |e | chen 2, 
MeO perator. been eee oe ee Oe en eee | SAS N CFs ame | Sorel (ERA Peal (Oe 1 
Manti@rattemanncrtaclemtrt. as eet ten Ge couifieccce nipaterys fecsrejeytle sitve loos ere |baerere [fa ace He's oe 11 
Monotype Castenman.. 0232156. ).o04. 2 SN 2 Fi gee coal hi A eat tal (ie ee seen | other ached Lato 1 
Monat pencastatmnunner ye. #1; eriaoe leh sole setae cpr elie ave a =) ered esis actor 2 
MLOtoT WeniGla qCONtrOlLOn: GEL enemies tetbeccieilc tense ve flaly oaslf teeeeccbe bi eha/l ae o a [aoe Lense [Sep ...| 2 Ottawa 
and else- 
where. 
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a4 
{>) vv n 
Els F a S 
2 q Bs o 6 5 3 Other 
Ba a a 
Position sy ale ee SP ie a 3 3! Locations 
1S cel Si) fo as = lo8| 2/2] a loa 
B 23) 3 Ss. | Se GO) eA ate 
SiSS| €) 2) E18 |eal celal ess 
2 FO] 3 2 ° SW isitinct| 8 3 ee 
eS aa SWS Gy Se Pap anes 
iti Rae yet ] 4 23 Pall apes] Rae 149} 6 Ottawa 
Munitions and Supply Officer....... and else- 
where. 
2 Where 
| required. 
3 Toronto 
and 
District. 
1 Ottawa 
and 
District. 
3 Wash- 
ington, 
1 Toronto 
and else- 
where. 
| 1 Montreal 
and else- . 
where. 
1 Chicago, 
U.S.A. 
2 San 
Francisco, 
U.S.A. 
5 New 
York, 
U.S.A. 
MiurseyinuAtssistante. ee ites Jae pared Naan) ook ater. lll AE eeepc al ee ee ee Be fi 1 
Museqimerlel per setae eee ee Bee ites pete Nee hell she Nee aS ale ||| atte il 
Naval Stores Officer....... Se Pry ated fret es| Res teal ves cell cd gd ee al ee Pete Ppeee ee Cee | 1 
Nurse, North West Territories..........|....|...<|....|_.. Pee een (eras ner gee lnc es tecernall | ae iscanetiis 
| West 
| Territories. 
Office Appliance Operator, Grade 3......|....|....].. ie Fel seal eas Coe | etc ees | ee 3 
Office Appliance Operator, Grade 2.... Be itcs Ean PaGaL 1 aiieae is di] Peoaeens |e a) 
Office Appliance Operator, Grade lA....|.__. slisrces |e Wace tes = | acase | Aceeusd eee |e el eee | 1 
Office Appliance Operator, Grade 1......}..../....|..__| Die Dhl & Las Se eee ace 
OTD CEMRO Vee eee tes ee cone ee) PST Sona ey. Ti eS Ome oies 95| 18]....)1276 
Oficelngmnecern ty. ei een te) an Dies Maen iin 6 6 
OM CenCrin eee tes Ben el alee emis 1 mA Ae Abs 2 1 49 
Oipbleating Bnoincer sso... ees 
OilTankemlixpertiee 4 ccveebe, tu. ae Nast eaten ene et Ws) ots lhe ec vest ee eee 
Oilerareman wenn bes Fae Gta aad ie Ren ered ae eem mee jin al Arr ul eo Bh RAH htacall te chats 
Orthopaedic Appliance Maker, Grade 2. 4 
Orthopaedic Appliance Maker, Grade 1... 0 
ackerand: belperss lye ii ly nee: 29 
Parc Wardeny Grade tos, i 8 fe 2 1 DB ecvcg Ne cP Steve [cance cll ee et eee ee er ¢ 
Parliamentary Confidential Messenger...|....|....1....(000 (Up 2 
Parlorcontany Messenger. |4.2\tuscdiesuliw, dlocsaher. ty. dle conlee clltG aca ae 6 
Benbionadoyeate, Grades .Mis. dem. cleo los Calg. skh. tel alae y Wa ote ania 1 
Pension Advocate (Part Time),. LE os a ee orall erste tae tees 
Personnel Manager (R.C.A.F.).......... 1 1 1 Ld cre aoe eee 
PUPRORT ADIGE: vet), a5 dale oaluiais Aecaetaee fis. bose « Peecebes nl bec ocel Cs aaah nae 2 
PRO popi Opera bores «A Biwe baw deod PL cle. Police cites ss Re a le eayee ali Galera 2 
Physician (Part eBioin6) es eee nie acne 1 7 Sis cats eee allt reall ae ere 
Pes Moretiad, Minos, veaiies ach cold senes lens len cities Mea Cole eel ae i 
IOCIA A Ete eee Lee Rhee ae 2 3 
Plumbing and Heating Foreman........|....|... |.) | a Neer HA eee Oe ote 
POrw ARON. weeds eh agsevsnweuh> vestics ctirs ta tucks ceclecciti. dn, Pca ees eae 1 Where 
: required 
Postal Censorship Examiner............ BST sere liatore Itevereet |lacete (eee ae ee 48 
Postal Censorship Bxaminor, Gtaded Avs Meth ll aete alec. a, ieee che 37 
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Postmaster Cleary LilMe) ey sicuierys ss «vel elas| eee Sse Seek Sih cola Pa SC eels 1 Ly pes 
Poultry? Picldmane Wo. . ss cltoe dae eee bees Tie 1 Mate ei astiG ltaty og 74 PALE or ee 
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Poultry Products Inspector, Grade 1l.... PANS Cea Festal kenmedes | uae | 1 il Gliawy.) Sees 
POP ECELOOCLOT ee RPT eeie cictne dara erate Hele ey A hort | Seta A Sete aCe ee Donte | Hees won PAI 
BOTOAGIML ATI oe ae katt s o dreeialaNevel afin aecse-aye Allies SAE ela akillaty alist sev paca ane eile Cee rae 8 
WARITGIO AC leTkKe tagelade saan tle eclacigeen sis « QP Sie wale Liber Zine BSNS s5.< 6| 12/....| 104]1 Washing- 
ton, 
U.S.A 
1 Toronto 
and else- 
where. 
1 Dayton, 
Ohio, 
U.S.A 
Rrneipal@lenk (Courbs Reporber). se snces|inem seats | sine s|imaes|oee + {eee | ces |e sacl atenrs nists 2 
Principal Clerk (Senior Airport Attend- 
RIL Se 8 io bh Sevier Shek CFD RICE & MOORS BS SE Eero Ber RR ee terme Hee lc Lae a cilier ere cll Meet he cesee | os abs 
erincipalelOratusmiciyaey.iaee ejects sein sere s el|(e intol| creel etete cll clerell sre s.eefel es |(nleieri|letolmrs:|fae- 8% | ataret 15 
Principal Ship) Drattsmanacscsctinads seis lee aeil(oe esate mln sels leila hei olere|(marrelicvie’s|(sttens 1 
PMC DA SLOG UMA ae bacr cle cies cicsreeiaels|(s ee | aelns'|lelsies De. shove Giese (esi ty aac ear 
Principal branslatOLemts was newecivadse ns si lls es ere terel| ie trellises. 4+ olcols'felaieyall'sre wise «= [folehere 13 
PTOCUCTION HUCIND OE Naar tet ca tise ne et oles |ierete toes esis toillcie ais fereiers| 2 « wysille ravers iw aavnil ater eve 1/1 Ottawa 
and else- 
where. 
ST CHOLESSACL OT ME PRT ee a etre erctaecacarey here isl revetell tates lieve areillessieveilis e's.sil\e 0.0.0 fisraaret| ‘eve nie | aretatal teers’ 10 
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Radio Operator, Grade 1, Seniors. .7. 6. cece c|e csc lewsaleoe (sc ssleos stones BW ibs See el irre he 
Radio Operator, Gradeday.cech ss ds ee dle oe SSA Seal! 2 Ota 1] Meme sees Dee eos, 84 Central 
Division 
Pool. 
41 Eastern 
Division 
Pool. 
7 Quebec 
Division 
Pool. 
33 Western 
Division 
Pool. 
Hadio Operator) Learner. .s-. sc saewceels secsciecis els cele als cle ses|cieilefoics eae cs fese|sinicfcrine 64 Cental 
Division 
Pool. 
15 Eastern 
Division 
Pool. 
2 Quebec 
Division 
Pool. 
10 Western 
Division 
Pool. 
' Real Estate Appraiser........cccceceecefeccelerscferecfeceebeceebeseeleceeleresferecleres 1 


48 CIVIL SERVICE COMMISSION 


Table No. 4—Showing by Provinces, Assignments made in 1941 by 
the Commission to all Classes in the Departments throughout 
the Dominion—Continued 


E a oun 
2 z zs - 3 z Oth 
Position rl te Nites | as er 
ag ee es A | ae 2 3 = |= &| Locations 
ea. Pia oe a 3S ; Be) 
S\Ss\a)e/E| Slee e|4/ 4 (ss 
Oe | O.| cs ee) One et a ee ete 
et esa em salierepee4m) py teb) eee ieee lies 
Record of Performance Inspector........]....}....]...-{.... 2 Oise 4) esate eee 
Regional Director of Licensing.......... 1 1 1 1 2 i 1 i Ty eal 
Regional Insurance Officer, Grade 2.....]. Seb (SA brs teas ol epee bere Ps ileal lh oh 
Regional Insurance Officer, Grade 1.....|.... 1 1 tN Pleas (loge nee sl teeaalticeeen |i cy ile ce 
Regional Superintendent, Unemployment}....]....]....}.... Nahe Lee L) Se ele eraese 
Insurance Commission, Grade 2... 
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To His Excellency The Right Honourable Vincent Massey, C.H., Governor 
General and Commander-in-Chief of Canada. 


May IT PLEASE YouR EXCELLENCY: 


The undersigned has the honour to lay before Your Excellency the accom- 
panying report of the Civil Service Commission of Canada for the year ending 
December 31, 1952. 


Respectfully submitted, 


F, GORDON BRADLEY, 
Secretary of State. 


Orrawa, March, 1953. 


Ottawa, March, 1953. 


HONOURABLE F. GORDON BRADLEY, Q.C., M.P., 
Secretary of State of Canada. 


S1r,—In conformity with the provisions of subsection 4 of Section 4 of the 
Civil Service Act (Chapter 22, Revised Statutes of 1927), I have the honour to 
submit herewith the report of the proceedings of the Civil Service Commission 
of Canada for the year ending December 31, 1952. 


I have the honour to be, sir, 
Your obedient servant, 


CHARLES: H. BLAND: 
Chairman. 
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REPORT OF THE CIVIL SERVICE COMMISSION 
FOR THE CALENDAR YEAR 1952 


INTRODUCTION 


Transactions of the Civil Service Commission were at an again higher level 
in 1952. Persons recruited during the year (25,271) were, roughly, ten per cent 
more than in the previous year (23,154). Reassignments within the Service 
were up to 14,329 as compared to 11,431 in 1951. Expansion of National 
Defence establishments for which 9,282 employees were recruited, again 
accounted for most of the increase in Commission activity. 


An important amendment to the Civil Service Regulations in the early part 
of the year brought retiring leave benefits to temporary employees. Thus the 
gradually-narrowing gap between permanent and temporary employees has been 
again shortened in substantial measure. The only important distinction now 
left between conditions of employment of the two groups is in respect to partici- 
pation in the Government’s superannuation plan. Extension of retiring leave 
benefits to temporary employees was in the main under the same conditions as 
those previously applicable to permanent employees. Benefits are scaled accord- 
ing to years of service and are governed also by whether retirement is voluntary 
or involuntary. 


The year saw formal approval given to a Service-wide suggestion awards 
program. This program, under which cash awards may be made for suggestions 
useful in improving departmental operations, is described briefly in a later section 
of this report. 


PERSONNEL SELECTION 


Professional and Technical Recruiting 


During 1952 the Commission examined over 4500 applications for long-term 
and seasonal professional positions in the social and physical science fields. 
This represents a drop of about 1500 from last year’s response to advertised 
requirements in these fields. University registration is still low, particularly in 
the technical fields, and industrial demands are higher. An intensification of 
recruiting activity, particularly in the technical fields, has accordingly been 
necessary. 


The Commission conducted competitions in about 50 fields of specialization 
related to the physical and social sciences. Engineering and other physical 
sciences account for approximately two-thirds of the appointments made. More 
than 350 were assigned to continuing positions while over 700 were assigned to 
seasonal positions during the spring and summer of 1952. The Commission was 
able to meet most requirements for graduates at the bachelor’s level in the 
social sciences and agriculture, the requirements in both these fields being lower 
than in 1951. In the physical sciences, however, great difficulty was encountered 
in meeting departmental requirements in meteorology, electronic engineering, 
architecture and certain phases of civil and mechanical engineering. In all these 
fields there is a nation-wide shortage of professional personnel with experience 
of the sort required to meet the needs of all departments and Defence depart- 


ments in particular. 
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In the fields of chemistry, bacteriology, pharmacology and pharmacy, the 
requirements of the service during 1952 remained fairly constant with those of 
the previous year but were approximately 30% less than in the immediate post- 
war period. Honour graduates and those with the highest academic attainment 
were assigned to research work and are being considered for specialized develop- 
ment and accelerated promotion. During the past year, the greatest demand 
for personnel has been for the more routine and operative positions. There has 
been a constant need for young recruits with aptitude for and training in this 
type of work in the above fields. 


The Commission again found considerable competition for appointment as 
Foreign Service Officers. The calibre of candidates selected for appointment was 
maintained at a high standard. 


Approximately twenty young university graduates were appointed during - 
1952 as Junior Administrative Officers. Known as “Administrative Trainees” 
during their first and probationary year, these officers are being given broad 
training within their departments, and they are attending a formal course 
organized by the Civil Service Commission in which they study the structure of 
Government and the theory and practice of administration. 


In recruiting for assignment as Technicians and Draftsmen, the Commission 
found an increased interest in all parts of Canada and attributes this to increased 
effectiveness in the liaison between its representatives and technical high schools 
throughout the country and to the reputation gained for the training plan initiated 
in 1951 for Student Draftsmen. Those Student Draftsmen who were trained 
for the Mapping Service in 1951 were assigned to Departments during 1952 and 
reports thus far indicate that the plan will prove to be very helpful and well 
worth while. 


The Commission considered it desirable to extend its program of annual 
recruiting visits to universities and colleges during 1952 in order to compensate 
in some measure for the increased difficulty in attracting scientific personnel. 
Much credit is to be given to the officers at universities and colleges across Canada 
who have generously assisted the Commission by drawing the attention of high 
ranking students to the requirements of the Public Service. 


The annual review of the progress of young professional administrative 
and scientific personnel continues to be fruitful in that it helps to locate the 
occasional misplaced employee, singles out the more promising of each group for 
special consideration and in some instances reveals the necessity for the releasing 
of unsuitable employees. The Commission is considering extending this practice 
to higher grade appointments. 


Recruiting in Clerical and Related Classes 


While the widespread shortage of Stenographers, Typists and Office Appli- 
ance Operators persisted throughout 1952, continuous recruitment and training 
programs brought about some improvement in certain centres. In a few areas 
there was a shortage of recruits who met the regular requirements and in these 
centres temporary tests were held which were open to applicants not normally 
admitted because of age or marital status. 


Increased emphasis was placed on the importance of the interview in the 
selection of employees for the clerical classes. The written paper continued to 
form the major part of the examination program but whenever possible candi- 
dates were rated by oral boards. Such boards perform the dual function of 
assessing each candidate’s qualifications for employment and at the same time 
help to determine the particular type of clerical work for which he is best suited. 
The recommendations of these boards have proved of great assistance in improv- 
ing the placement of successful candidates. 
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A positive recruitment program was continued throughout 1952 and every 
effort was made to acquaint high school and business college students with employ- 
ment opportunities in the Civil Service. Steps taken included talks to student 
bodies, the distribution of pamphlets and individual counselling. Civil Service 
Commission ,representatives also participated in vocational training programs 
sponsored by high schools for their graduating students. 


Test Development 


During 1952, the Test Development Section made considerable progress in 
its study of the reliability and validity of Civil Service examinations. With a 
view to expediting the correction of papers, construction techniques were also 
re-examined. Asa result, the design of certain papers was altered in order that 
they would be adaptable to either hand or machine-scoring. Particular atten- 
tion was paid to the written paper as a selection instrument for experienced 
Office Appliance Operators and a detailed study of its effectiveness was initiated. 
The number of papers constructed and statistically studied for open competitions 
remained at the level of the preceding year while the number of papers designed 
for promotion competitions showed a marked increase. 


Research 


During 1952 pressures of examination and selection work, similar to those 
of the previous year, limited the program of personnel research. However, a 
promising start was made into the complex problem of employee turnover by an 
analysis of the causative factors which were operative. A more extensive study 
of the reasons for avoidable separations is planned. 


Work continued in the areas of career progress of employees, effectiveness 
of recruiting media, reasons why successful candidates decline offers of employ- 
ment, and interest characteristics of Administrative Trainees. 


Technical Assistance 


The Commission gave leadership to a panel whose purpose is to give advice 
on administrative training to the International Economic and Technical Co- 
operation Division of the Department of Trade and Commerce. 


The Commission also assisted in planning a program for twelve junior 
administrators from Pakistan. The program included observation and study, 
not only of public administration on all levels of government in Canada, but of 
a great variety of Canadian institutions. Three of these officials fulfilled part 
of their program in the Commission. 


This year a senior official from Pakistan and another from Egypt spent 
several months in the Commission as United Nations Fellows, studying processes 
of personnel selection and administration. 


District Offices 


The steady increase in the staff requirements for the Department of National 
Defence throughout Canada has been the largest factor contributing to the total 
of 19,768 assignments made by the District Offices in the year 1952. This total 
is over 15 per cent higher than the total for 1951 and 70 per cent higher than 
the total for 1950. 


Most Departments now have large staffs outside Ottawa and alli of these are 
served by the Commission’s District Offices. By having trained Personnel 
Selection Officers locally available to deal with departmental appointments and 
to assist with promotions, appeal boards and training courses, the Commission 
is in a much better position than formerly to carry out its functions in centres 
outside Ottawa. 
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COUNSELLING 


Early in 1952, the Commission offered a course of training in Employee 
Counselling in which employees from most of the Government agencies partici- 
pated. In this course special emphasis was placed on the non-directive method 
of counselling and on the practical study of cases and problems common to the 
different Departments. As all who enrolled could not be accommodated in the 
spring session, the course was repeated in the fall. Approximately fifty-five 
persons (men and women) were given training with the purpose of assuming 
counselling duties in their respective Departments. 


Since counselling situations are not restricted to the field of the professional 
counsellor but arise when any employee has a problem involving his or her own 
personal feelings, attitudes, ambitions or fears, it is important that those handling 
such problems should have a knowledge of the methods of counselling which are 
producing satisfactory results in practice today. They have available, too, the 
services of the professional staff of the Department of National Health and 
Welfare for the referral of difficult cases of mental instability, maladjustment, 
health or social complications. To promote their own self-improvement the 
group has organized an interdepartmental committee of employee counsellors. 


APPEALS 


Appeals Arising out of Promotional Competitions 


During the year, 545 appeals against rating or standing for promotion were 
heard by formal Review Boards. This number included 462 appeals registered 
in 297 competitions initiated in 1952 and 83 appeals filed in 53 competitions 
initiated in 1951. 


' Of these 545 appeals, 21 were sustained, 327 were disallowed, 36 were with- 
drawn, 62 were disposed of by other means and 99 were carried over pending 
further investigation. 


Many other protests and complaints were investigated and cleared by 
explanation and correspondence without the need for submission to formal 
boards. 


In conjunction with departmental offices and staff associations, the Commis- 
sion conducted a careful study and analysis of the issues giving rise to appeals 
and considerable progress has been made in eliminating basic causes of appeal 
in various quarters. 


Appeals Against Denial of Annual Salary Increases 


In 1952 there were 1517 denials of annual salary increases as compared to 
1940 in 1951 and 1987 in 1950. Of the 1517 denials, 1137 increases were denied 
on the basis of unsatisfactory efficiency reports under Section 78 of the Civil 
Service Regulations and 380 were withheld under authority of Section 80 of the 
Civil Service Regulations, which provides that no employee shall be granted 
an increase who has not been on active duty for at least ten months subsequent 
to the date of his last increase. 


Twenty appeals against denial of increase by reason of unsatisfactory 
efficiency reports were heard by formal Review Boards. Of these, 4 were sus- 
tained, 10 were disallowed, 1 was withdrawn and 5, received at the end of the 
year, were carried over for investigation and hearing. 
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STAFF TRAINING 


The Commission’s program of staff training was continued in 1952 on much 
the same pattern as 1951. The main function of the Commission's Training 
Division is to promote and sponsor suitably diversified training programs for 
the various Departmental staffs. The Division determines training needs and 
formulates specific plans to fill them, which are then carried out by training staff 
in the Departments. Departments in which adequate training facilities have 
not been organized frequently draw upon resources of the Commission. 


Recruiting shortages in certain classes continued to be a problem in 1952. 
In most of the larger centres there was an acute shortage of typists and stenogra- 
phers. In almost every province the schools found that their student typists 
and stenographers, as well as draftsmen and radio operators, were being offered 
steady employment with a good salary before they had completed their specialized 
training. Against this background the Commission strove, through its training 
schemes, and by employing the services of public and private schools and the 
universities, to meet recruiting needs. The Commission again offered typing 
and stenographic training courses and a school for mechanical draftsmen and 
map draftsmen. 


Above the entrance grades most positions are, of course, filled by promotion. 
In some areas the lack of candidates who have the requisite knowledge and 
experience for senior positions has emphasized the need of systematic training 
for promotion. The Commission has therefore stimulated the organization of 
special training groups. Improved staff training facilities within Departments 
are making it possible to fill an increasing proportion of positions by promotion. 
The Commission is also continuing its courses in Personnel Administration and 
Public Administration, and a correspondence course in Office Management. 


Various means are used to keep senior Departmental officers informed of 
training policy and progress, and otherwise to maintain or increase their interest 
in the work being done by Staff Training units. And, every year, a number of 
senior officials—including Ministers, Deputy Ministers, Branch Heads, Directors 
and others—are invited to participate in the Commission’s central courses at 
Ottawa and in parallel courses in other cities. They are frequently called on, 
thus, to give lectures, conduct discussions, and to serve as experts on panels. 


The Commission is also developing a new course of training for supervisors 
and administrative officers, with the aim of giving a deeper understanding of the 
purpose and process of Government. Special attention will be given to the super- 
visor’s problems of human relations, as they affect the employee’s loyalty, 
happiness, and efficiency. 


CLASSIFICATION, COMPENSATION, ORGANIZATION AND METHODS 


Departmental requests for additional temporary positions during the year 
1952 totalled 22,296. This figure is lower by 680 than for the previous year. 
The Organization and Classification Branch of the Commission reviews each 
request for an increase in establishment to determine whether the proposed 
additional positions are necessary and cannot be avoided by re-arrangement of 
staff or other means, and whether the proposed classifications are correct. Asa 
result of these reviews, approval was withheld on 536 positions, and 380 others 
were approved with modifications in classification or compensation. 


Requests for new permanent positions numbered 4,917, all of which were 
approved. Most of them were to provide for the permanent appointment of 
temporary employees, but a number represented increases in continuing estab- 
lishments. 
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The above figures give some indication of the volume of work with respect 
to the examination of requests received for new positions. Many of the new 
positions approved were offset by other positions that were abolished, and, 
therefore, do not necessarily reflect the change in the numbers of Civil Servants 
over the year. 


Classification 


Requests for reclassification of positions numbered 5,811—practically the 
same number as the previous year. Most of these requests related to positions 
which were already filled. Reclassifications are normally recommended only 
where there have been substantial changes of a continuing nature in duties and 
responsibilities attaching to the positions concerned. There are situations where 
additional duties and responsibilities have been assumed for temporary periods 
only and, when this occurs, additional remuneration is granted by way of ‘‘Term- 
inable Allowances’. Last year there were 686 Terminable Allowances approved. 


The Organization and Classification Officers of the Commission again spent 
a considerable percentage of their time conducting ‘‘unit surveys’’, during the 
course of which the need for and the classification of each position in a particular 
Branch or Division of a Department are reviewed. As far as possible every 
employee in the unit under survey is interviewed at his or her work and the 
duties and responsibilities attached to each position are carefully assessed. At 
the same time, attention is given to the organizational structure and the proce- 
dures of each unit. In 1952, 165 surveys were undertaken, covering 10,595 
positions. 


A complete survey of photographic establishments within the Service was 
initiated in 1952 with a view to establishing a new classification plan for positions 
of photographer. Reports on the various photographic units were prepared and 
Sees antares made to departments for the improvement of existing technical 

acilities. 


* A similar survey of all libraries within the Service was started during the 
year and is still in progress. To assist the Commission in the two studies a 
professional librarian and a highly qualified photographer were loaned to the 
Commission from other Government departments. 


Work Standards 


The study and development of work standards for routine tasks common 
to many departmental units was carried further in 1952. Work standards serve 
as guides to the number of positions required on the establishment of. various 
units and in determining proper workloads for individual employees. Informa- 
tion on work standards has been developed for the following operations: mechan- 
ical tabulation units, central records, personnel offices, and duplicating operations. 


Compensation 


During the year, continued attention was given to the general trend of wage 
and salary rates and the rates applicable in specific industries. The area from 
which information has been gathered in private industry has been substantially 
broadened during the past year. The Commission attempts to make use where- 
ever possible of surveys of wages and working conditions carried out by other 
organizations in particular areas of the country. Reports from these sources have 
been of considerable assistance to the Commission. 
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Overtime Pay 


Sections 85 and 86 of the Civil Service Regulations were revised with effect 
from April 1, 1952 and there are now new regulations covering the treatment of 
overtime worked by employees in classified positions. A detailed study was made 
of comparative working conditions in the Public Service and in private industry 
with emphasis on overtime provisions. This study was made available to the 
National Joint Council of the Public Service, which considered the question of 
premium rates of compensation for overtime for operating employees in a number 
of departments. 


Five-Day Week 


The further implementation of the five-day work week has also been a 
matter of detailed study during the year. Special surveys have been made from 
time to time as to the prevalence of the industrial five-day work week in particular 
locations throughout Canada. During the year a number of departments were 
authorized to place their Montreal offices on the year-round, five-day week under 
the formula devised the previous year to apply to Toronto offices. This provided 
for no reduction in weekly work hours. 


Incentives 


The work of an interdepartmental committee on incentives culminated 
during the year in the authorization of a suggestion award program and the 
appointment of a Suggestion Award Board. This Board was established by the 
Treasury Board, in accordance with the provisions of The Financial Adminis- 
tration Act. One of the members of the Commission, A. J. Boudreau, was 
appointed Chairman of the Board. 


Under the suggestion award Regulations a Deputy Head may recommend 
to Treasury Board cash awards of up to fifty dollars for suggestions that are put 
into effect. Under the Regulations suggestions would go first to a departmental 
suggestion award committee. Awards of more than $50 may be made only 
when a suggestion is approved by an interdepartmental Award Board. The 
Board is to consider also suggestions that may be useful in more than one depart- 
ment. 


Operations and Methods Service 


This advisory service on the improvement of administrative practices under- 
takes surveys and provides day-to-day advice on the request of departments. 
There has been a marked increase in departmental interest and much more 
effective implementation by departments of proposals for work simplification. 


The interest of departments has been further shown by requests to have 
departmental staff given experience and training in O. & M. work under the 
direction of the Commission’s O. & M. Division. This demand has been partly 
met by having selected departmental staff attached to O. & M. staff during 
surveys. 


Emphasis has also been placed on creating a specialized information centre 
on administrative practices generally, and on mechanical applications 1n partic- 
ular. The assistance and co-operation of this service has also been solicited by 
similar agencies in other governments, and by the International Institute of 
Administrative Sciences and UNESCO. 
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*Including 727 Student and Graduate Assistants for summer employment only. 
fIncluding 503 Veterans entitled to disability preference. 
tIincluding 504 veterans entitled to disability preference. 
The above figures are in addition to 14,329 certificates of reassignment. 


REPORT OF THE COMMISSIONERS 13 
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TABLE NO. 2—Recapitulation Showing Percentage of Veterans of World Wars | and Il 
Appointed under the Terms of the Veterans’ Preference in 1952. 
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To His Excellency The Right Honourable Vincenti Massey, C.H., Governor 
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REPORT OF THE CIVIL SERVICE COMMISSION 
FOR THE CALENDAR YEAR 1953 


INTRODUCTION 


In 1953, the Commission was called on to make more than 28,000 appoint- 
ments to the public service. Most of them were replacements or seasonal 
appointments and the figure, therefore, does not represent the increase in the 
number of civil servants. The figure was greater by about 3,000 than the com- 
parable figure for 1952. More than one-third, or slightly over 10,000 of these 
appointments were for the Department of National Defence. 


In September many office employees who had been on the summertime 
five-day week continued on the year-round, five-day week. Ottawa was among 
the additional localities included in this extension. Weekly hours of work for 
office employees were not reduced under the five-day week, which means that 
their daily hours of work are slightly greater. Towards the end of the year plans 
were being made, in accordance with Government policy, for the implementation 
of a five-day, forty-hour week for operating staffs in localities where the practice 
was prevalent among industrial employers. 


A general salary increase was announced in December with an effective date 
of December 1. The last previous general increase had been in December 1951. 
Like other salary revisions in recent years, the latest increase was based upon the 
wage and salary rates being paid by large industrial and commercial employers. 
The survey of industrial and commercial rates, recommendations for the scale 
of increase, and the application to the various salary schedules were responsi- 
bilities of the Commission. 


Recognition of the importance of the planning function in present day 
personnel administration led to the formation during the year of a Planning 
and Development Branch within the Commission. The Director of this new 
Branch has been given the responsibility of studying and reporting upon the 
Commission’s operations in the widest way. He will give attention to means of 
extending the present recruiting field so that the Commission may attract a 
larger share of the best qualified persons for all types of positions. Other areas of 
responsibility include: research, particularly in relation to selection methods; 
staff training; counselling; public relations, development of career planning; 
and means of facilitating the movement of administrative personnel between 
departments. 


PERSONNEL SELECTION 


Professional and Technical Recruiting 


As the result of an intensified recruiting program during 1953, the Com- 
mission dealt with over 4,600 applications submitted for continuing and seasonal 
professional positions in the physical and social science fields. Although this 
figure represents little change from last year’s response to advertised require- 
ments in these fields, it was somewhat better than had been anticipated consider- 
ing that industrial demands increased and the fact that university registration 
is still low, particularly in the technical fields. 


As in the past, the Commission conducted competitions in fifty or more 
fields of specialization. These competitions resulted in the appointment of more 
than 323 candidates to continuing positions while approximately 850 were 
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assigned to seasonal positions during the spring and summer of 1953. On the 
whole, the Commission was able to recruit a sufficient number of candidates at 
the Bachelor’s level in agriculture and the social sciences to meet departmental 
requirements. About two thirds of the total requirements for 1953 were related to 
engineering and other physical sciences and it was in these fields that the Com- 
mission found greatest difficulty in meeting the requirements, particularly in the 
fields of electronic engineering, architecture, meteorology and certain phases of 
civil and mechanical engineering. 


This situation is the direct result of a national shortage of professional 
personnel in these classes possessing the type of experience required to meet 
the needs of all departments and in particular the defence departments. In an 
effort to meet some of the more urgent demands for professional personnel 
which could not be met by Canadians arrangements were made to carry out a 
recruiting program in the United Kingdom during the summer and fall of 1953. 
This project resulted in the screening of about 2,500 additional applications and 
the examination of more than 250 candidates. Upon completion of these inter- 
views, 109 candidates were offered employment in the Public Service and to date 
61 acceptances have been received. In general, the project was successful and 
every unit of Government Service for which the Commission was recruiting has 
been given additional personnel. 


The annual review of junior appointees to professional scientific classes which 
was initiated in 1949, continues to be useful in assisting the Commission to 
validate its selection techniques as well as to insure that junior personnel were 
being properly trained, that they were employed at duties for which they were 
well suited and that they were interested and efficient in their work. Arrange- 
ments for transfers and releases were made where considered advisable. The 
results of this review of probationary service indicated that the selection tech- 
niques used in 1952 were reasonably reliable. This was reflected in the fact that 
the majority of selectees were well qualified for the duties to which they had been 
assigned. 


Again, in 1953, the Commission representatives visited universities and col- 
leges across Canada in connection with recruiting programs. The Commission 
appreciates the generous assistance of the officers of universities and colleges who 
cooperated in giving publicity to the requirements of the Federal Service. 


The Commission again recruited Foreign Service Officers for the Department 
of External Affairs and the Department of Trade and Commerce. The calibre 
of candidate remained at a high standard and the competition for approximately 
20 positions was very keen. 


The ‘Administrative Trainee’? program of the Commission was continued 
by the selection of 23 Junior Administrative Officers for assignment to the various 
departments. It was not possible to meet all demands of the departments for 
these young university graduates. The Commission also selected from nominees 
of the departments 12 employees for training in administration. The training 
is given in conjunction with the training of Junior Administrative Officers. The 
competition for Junior Administrative Officers and for the course in adminis- 
tration remained at the usual high standard set for this group. 


Recruiting in Clerical and Related Classes 


While the shortage of stenographers, typists and office appliance operators 
continued to be fairly wide-spread, the close of 1953 showed a slight improve- 
ment in this condition over the preceding year. The number of applicants for 
clerical positions increased significantly and the supply exceeded the demand 
in several areas in which there had previously been a real shortage. 
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The year 1953 marked a major change in the entrance requirements for 
these classes at the Grade 2A level. With a view to improving the calibre of 
recruit, high school graduates without experience, who were heretofore ineligible 
for appointment at the Grade 2A level, were admitted to this grade. This has 
served to raise the educational level of recruits in these classes and has, it is 
hoped, provided the Service with a greater number of employees with potential 
to advance to more responsible positions. 


Commission representatives participated in an increased number of voca- 
tional training programs sponsored by high schools and several thousand grad- 
uating students were thus acquainted with openings in the Civil Service. To 
assist in this work, a revised booklet describing such opportunities was pub- 
lished for high school distribution. 


Test Development 


New examination trends resulted in an increase in the number of written 
papers produced during the past year. This increase was in part due to the wider 
use of written papers for promotion purposes. Papers continued to be objective 
and multiple-choice in form. Statistical studies of papers and items served to 
further improve the standard achieved in the previous year. Considerable 
attention was given to the length of tests with a view to the production of tests 
which would be easier to administer but would show no significant loss in re- 
liability and validity. 


District Offices 


The volume of work in the Commission’s District Offices again increased in 
1953—to a total of 24,703 assignments and reassignments. Almost half of these 
were for the Department of National Defence. The steady increase in the activity 
of the District Offices is reflected in the fact that the 1953 total of assignments 
was more than double that of 1950. 


There has been a progressive increase in the responsibilities entrusted to the 
District Offices. The advantages of decentralization of the examination and 
appointment function, including promotions and appeal boards, are becoming 
increasingly evident. 


CLASSIFICATION, COMPENSATION, ORGANIZATION AND METHODS 


The Organization and Classification Branch of the Commission reviews all 
departmental requests for additional positions to determine whether the proposed 
positions are necessary and whether the proposed classifications and rates of pay 
are correct. During the year 1953, requests were received for 22,062 new posi- 
tions—a decrease of 234 from the previous year. Approval was withheld on 515 
positions, and 275 others were approved with modification in classification or 
compensation. The above figures give some indication of the volume of work 
with respect to the examination of requests received for new positions, but do not 
necessarily reflect the change in the number of civil servants employed during 
the year, as many of the new positions approved were offset by other positions 
that were abolished. 


Classification 


Requests for changes in classification of positions totalled 6,241—a slight 
increase over the previous year’s figure. Most of these requests concerned posi- 
tions which were already filled. Changes in classification are normally recom- 
mended only where there have been substantial changes of a continuing nature 
in the duties and responsibilities of the positions concerned. In cases where the 
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additional duties and responsibilities have been assumed for temporary periods 
only, additional remuneration is granted under certain conditions in the form of 
“terminable allowances’. Last year, there were 596 terminable allowances 
approved. 


The Organization and Classification Officers of the Commission concentrated 
their efforts on the review of complete establishments and the carrying out of 
‘Unit surveys’, during the course of which the need for and the classification of 
each position in a particular branch or division of a Department are examined. 
In most cases, this involves the interviewing of every employee in the unit 
concerned at his or her work. In 1953, 110 unit surveys were conducted, covering 
6,189 positions. In addition to these surveys, 716 establishments were authorized 
for various units of Departments. These establishments embraced 25,153 
positions, the great majority of which had already been authorized in other forms. 
An authorized establishment is, in effect, a list showing the maximum number of 
positions and maximum classifications considered appropriate to the volume of 
work in the unit concerned and to the duties and responsibilities of the staff 
needed to carry out the work. 


The surveys of all photographic establishments and all libraries within the 
Service, which had been started during the previous calendar year, were com- 
pleted in 1953, and as a result, new classification plans for photographic and 
librarian occupations will be ready for use very shortly. 


Similar surveys were initiated during the year of establishments staffed by 
medical and legal officers. 


Work Standards 


In 1953, there was a decided increase in the study and development of work 
standards for routine tasks common to many departmental units. These stan- 
dards are used as guides in determining the number of positions required and the 
proper workloads for individual employees in such functional units as personnel 
offices, central records, duplicating and mechanical tabulation units. 


Compensation 


The study of trends in wage and salary rates in commerce and private 
industry in Canada, as well as cost of living, was continued during 1953. This 
study served as a basis for recommended adjustments in salary schedules, most 
of them relative to the general salary revision effective December 1, 1953. The 
study covered all private firms in Canada employing 500 workers or more and 
provided the Commission with factual information relating to approximately 
125 occupations. 


Five-Day Week 


In co-operation with the Department of Labour, the Commission made a 
comprehensive study of the prevalence of the five-day forty-hour work week in 
various localities. This information has been required in connection with the 
policy of extending the five-day week to civil servants wherever this is found to 
be the prevailing practice in a particular area of the country. 


Organization and Methods Service 


‘This service consists of providing advice and assistance to departments on 
the improvement of administrative practices on the request of the departments 
concerned. The nature of the work done ranges from detailed surveys of organ- 
ization, procedures and work methods to replies to day-to-day enquiries on 
particular operational problems. 
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During 1953, there was a continued effort to raise the quality of the work 
done, which resulted in a marked increase in the immediate acceptability of 
proposals made to Departments and in the number of requests for the service. 
It was estimated that dollar savings resulting from recommendations that were 
implemented immediately were four times greater than in the previous year. 


The service was used during the year by one or more divisions of 20 Govern- 
ment departments and agencies. Courtesy service has been requested by and 
given to various international organizations and agencies of other Govern- 
ments, including the International Civil Aviation Organization and the Govern- 
ment of Pakistan. 


Some of the experience gained by the Commission in Organization and 
Methods work is being set out in manuals as time permits. These manuals will 
eventually be prepared for distribution to all administrative officers as guides for 
the improvement of practices. Three manuals are in final stages of production: 
(1) Office Layout, (2) Filing, and (3) Forms Design. 


APPEALS 


Appeals Arising out of Promotional Competitions 


During the year 720 appeals against rating or standing for promotion were 
heard by Appeal Boards. This number included 621 appeals filed in 386 
competitions initiated in 1953 and 99 appeals in 56 competitions initiated in 
1052" 


Of the 720 appeals, 49 were sustained, 483 were disallowed, 34 were with- 
drawn, 52 were disposed of by other means, and 102 were carried over pending 
further investigation and hearing. 


Many other protests and complaints were investigated and cleared by 
correspondence without the need for submission to formal boards. 


Close liaison was maintained throughout the year with all departments and 
staff organizations and corrective action was taken in all cases where the investi- 
gation of appeals revealed faulty practices or procedures or unsatisfactory 
administrative conditions or staff relations. 


Increasing demands were made on the Commission’s Appeals Office by 
departmental officials, staff organizations and civil servants generally for 
consultation, information or assistance. This service has been extended whenever 
requested and has resulted in the satisfactory settlement of many problems which 
might otherwise have led to formal appeals. 


Appeals Against Denial of Annual Salary Increases 


In 1953, twenty-four departments reported 1,528 denials of annual salary 
increases as compared to 1,517 in 1952, 1,940 in 1951 and 1,987 in 1950. Sixteen 
other departments and boards operating under the Civil Service Act reported no 
denials of annual salary increase during 1953. 


Twenty-three appeals against denial of salary increase by reason of unsatis- 
factory efficiency reports were heard by formal appeal boards during the year. 
Of these, six were sustained, nine were disallowed, two were withdrawn, one was 
disposed of by other means and five, received at the end of the year, were carried 
over for further investigation and hearing. 


A careful examination has been made of all unsatisfactory efficiency reports. 
In a number of cases where the efficiency reports indicated faulty placement and 
need for adjustment, transfers or reassignments were effected to positions more 
in line with the qualifications of the individuals concerned. 
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PLANNING AND DEVELOPMENT 


Some progress has been made by the new Planning and Development 
Branch in a study of the best means of filling senior positions in the civil service 
and the training of senior officers. This is in line with the attention given to 
this aspect of personnel administration by industrial firms. A report is being 
prepared which will include a summary of the methods used in industry, the 
traditional methods used by the civil service and recommendations on how 
potential senior officers might be selected, trained, rotated, and advanced. 
These studies are made with the full co-operation of senior departmental officers. 


Further studies have been initiated on the most effective methods of 
selection used in both open competitions and promotion competitions. These 
are particularly significant because recruiting for the civil service continues to 
be difficult. The qualities necessary in good supervisors and administrators are 
also receiving attention. ; 


The Commission recognizes the importance of an information program 
designed to keep the vocational opportunities of the service before the public 
and to keep civil servants themselves aware of promotional channels and oppor- 
tunities. Recruiting becomes a repetitive process unless employees are well 
informed and reasonably satisfied. More attention is being given to building 
up the morale of the civil service through information media. By feature 
articles, news items, radio and films, the service will, it is hoped, become better 
known to young people who are shaping their careers. The Commission is 
seeking also to further strengthen its relations with universities and colleges so 
that this source of recruits for professional positions may be more effective. 


The merit system must properly be maintained but the methods of giving 
it effect should be shortened so that employees can be brought on the job more 
quickly, and promotions can be made by competitive procedures that will 
produce decisions more speedily, The new Branch will attempt to give leader- 
ship in methods of personnel management and public administration. A course 
in Government Administration is being planned—to correspond somewhat to 
senior staff courses in other countries—in which Government officers will meet 
under the direction of leading authorities in various fields. 


Research 
Among the personnel research projects completed in 1953 were studies of: 


1. Separations from the Public Services.—A steady improvement has been 
maintained in reporting causes of separations from the Service. The proportion 
of unspecified causes of separations reported by departments has fallen from 
approximately 65 per cent in 1948 to approximately 30 per cent by 1953. Gross 
turnover rates in the Canadian Civil Service, though slightly higher than those 
for 1952, compared very favourably with those for business and industry and 
with those in other federal civil services. 


2. An Analysis of Careers of Public Service Employees who Have Taken 
Educational Leave with Half Pay—The normal period of leave was for one 
academic year. Recognition of the increased usefulness to departments of 
these employees has been shown by their accelerated advancement. Of the 
employees granted educational leave 94 per cent have remained with the Service. 


3. Study of Open and Promotion Competitions.—From this study an indica- 
tion of the normal times for all phases of open competitions was obtained. A 
similar study is being made on promotion competitions. This information will, 
it is expected, be useful in planning competitions and as a background against 
which Selection Officers can evaluate the progress of their competitions. As an 
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indication of the extent of this study, there were 1,592 open competitions con- 
ducted by headquarters and 1,583 at District Offices. There were also 4,233 
promotion competitions. 


Continuous attention was devoted throughout the year to the improvement 
of present selection methods. The interview phase of the selection process was 
especially studied during the year. Validation studies were made at intervals 
to determine the effectiveness of selection methods. 


Counselling 


In 1953 the Commission continued to give direction and guidance to pro- 
grams on employee counselling but focused on the consolidation of the work 
already organized and the study of some special fields of counselling. 


The Interdepartmental Committee on Employee Counselling comprised 
of those who had attended the Commission’s courses in counselling and were 
engaged, full-time or part-time in this work, continued to function as a study 
group for self-improvement. Its activities took the form of forum discussions, 
individual lectures and analysis of methods used. 


Even the limited application of Civil Service counselling to date encourages 
the Commission to stress the importance of sound human relations as an aid 
to solving the complex problems found in work situations today. 


Staff Training 


All phases of the staff training program were continued during 1953. 
Departments took full advantage of Commission-sponsored courses, both at 
Ottawa and outside centres. During the latter part of the year a Supervisor 
of District Training was appointed, and advisory committees were set up in 
several localities. Each committee is composed of senior officers of government 
departments in a large urban centre who have undertaken to determine their 
common needs and with the assistance of the Commission, to organize training 
facilities. 


At Ottawa the training program for administrative trainees and junior 
officers was expanded by the addition of special seminars and group projects 
related to selected case studies. 


Other regular training programs carried out over the year included: 


1. A course for staffs of the various departmental personnel offices. 

2. Full training courses and special refresher courses for stenographers and 
typists. 

3. A correspondence course on the principles of office management. 

4. Qualifying courses for departmental officers who were to be given responsi- 
bility for the training of supervisors within departments. 

5. A full training course for student draftsmen. As with some of the other 
courses given, the need for this course was posed by a shortage of qualified 
draftsmen. Basic instruction in mechanical, electrical and architectural 
drafting was given to one group and another was given instruction in 
the theory and practice of map drafting. 


Assistance was again given to the Technical Co-operation Service of the 
Department of Trade and Commerce in arranging programs of study for civil 
servants of other nations. These civil servants had come to Canada under the 
United Nations Technical Assistance Program or the Colombo Plan to learn 
something of the organization. policies, and administrative procedures of par- 
ticular government agencies. 
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TABLE NO. 1—Number of Permanent and Temporary Appointments in 1953 


Permanent Temporary 
— Male Female Male Female 
Veterans| Non- Non- Total |Veterans|} Non- Non- Total 
Veterans | Veterans Veterans | Veterans 

PAGTICHE MLE ste etesreretehs eens cress eile te, ei ohy 74 138 37 249 75 465 295 835 
Air Transport Board 1 Al eie ete aust Zz 1 2 6 9 
PATI GREORSGCTICIAL | clerics Gio cre ses isiavs s logae teif sta slreboyeit DW lheesrresots DWAR eweiasstere 2, 1 3 
(OG ial IN brratahs oul Qaypnvcces a nae lh as oo rcollen ane Gigdl|b oacooud monaco dnolloo anos 1 2 3 
SRREEPESIGCEOT Oh OICET meee ieee entre 6) rues rai firometageretene lhevetevassyelava [tafe atetaarn «habe Mayeyevens 11 32 43 
Citizenship and Immigration......... 71 39 9 119 87 128 163 378 
Civil Service Commission............ 6 14 Paz 47 2 32 99 133 
Welencerer OGUCLION re a eteictercrsceieta steric | kena ta eras llct guaten ersncl] slate hesteecovel| laraver silevera%s 19 136 176 331 
PUXCELialeAtPalr sai el ay raicta os) eanenenes ets 4 4 21 29 9 61 119 189 
YAAN CO Mere ete cies aie Dis aia si cdchenshese are 54 54 102 210 31 216 553 800 
1 OFS arg (oc IONS Soe aren Ogee tae Reno REN Oey 3 37 aj 47 19 60 50 129 
RGOVELDOG GETELAl SUSCCTE CAL Vie cre cera lie eee ee tetatte|| eevee colewctesll apatoteretors 'clllaaiavesysve roll leyelalessietsiflovs aivelete. aie 5 5 
House.of Commons). occkie os sneect os 1 3 2 Cl Ince Salo aS merece tac pene oem, Ale horotet oie en 
cist Trance semi ote ceiees ete see oneal ci shall eminayevoness 6 1 3 RN (eae ec sree 8 9 17 
Internationale yoint Commission jeter ia |e etoile ste finest cere re eerie, elate cern) oa | fovelat= rel! tsi =i'o7e) sai) ste 3 4 7 
AP Cistenk [igs 6 6 GOO ea oie ane Mee Senn Ca 8 6 4 18 7 21 23 yl 
EO DOUE Penaeus a rsiata ei avate is eet arac eats 3 4 5 12 8 45 60 113 
TAD Ear vaots Parhia taemte orcs cece chalet es re AG fsa tale alate [recs tatanercte ae ed Stern etic. cceuctearctoteol shock. eiateemetnetenarmbemcts 
Mines and Technical Surveys........ 60 155 9 224 ye 556 101 714 
National Defences) ven mosis is -iciceaiotess 139 76 73 288 1,912 3,898 4,550 10,360 
National Health and Welfare......... 60 75 61 196 68 234 348 650 
National Revenue (Customsand Excise) 135 84 31 250 198 529 172 899 
National Revenue (Taxation)........ 18 2 6 26 88 382 1,534 2,004 
PostiOmice ys ak we ee en Sia ous otslateue cere $54 491 69 1.114 861 2,318 506 3,685 
POSEMIASCETS eh se weie ae ore SEE eye) oie eae 43 34 23 100 35 37 46 118 
Pree TiSteris CO iace saree ee ete Cre ere call che Coober teen] eter eroter aise | dbs one oiisielliate sieve ‘Odire!|iecekey ete. oust sarah systeapartioe ale neliane 
PTiVyAC OUNCE cere cere oer the ee tersteslenessrarats 1 1 a eerie 2 1 5 9 15 
PT CPAT CHIVES ore ee eee ING ia Te aaS ealheorote Levepete a emer srraliet | aie reasr sce. ors 2 4 11 17 
Public Printing and Stationery....... 7 11 ea es Ces 18 14 82 66 162 
PUDIONVOLES eee easter ete teeietoeunce 59 23 5 87 266 388 71 725 
Resources and Development......... 19 20 6 45 40 241 98 379 
Royal Canadian Mounted Police...... 8 10 5 23 6 36 226 268 
SeeretarysOmstatennccs selec a erete siete 1 11 14 26 3 42 55 100 
Ser ee etree ainuar er aeraciey| Para reiteee iets) | wrerelie evar aillecets e\yeneite 01 lectaia'.«! oyetare ASI ereerePae os 1 
Trade and Commerce............... 75 36 17 128 37 142 201 380 
Miran SNOre eer te ele state laleusiescne qe talate SNS 168 174 26 368 181 897 330 1,408 
Transport Commission senses ieee re lactacin hes 4 i Sea ene 8 14 22 
Unemployment Insurance Commission. 83 73 95 251 66 393 837 1,296 
Veterans attains sta sepia cai siser sy aievaietore 298 18 113 429 635 387 1,062 2,084 
SU GtAal ccsfeetenssnics che weatarer stars 71,954 1,601 771 4,326 $4,728 11,771 11,834 *28,333 
we oe ee we ed nl A aia ale 
ee ————————————— 

Summarys Permanent roy «ies ore 6155 one olerel bie wie ole e)niefoalelsie 0/0) 415 00/8 ie aieivie’ eal time = vise Ke 4,326 

IWarhwoe lava Win Gonos andOCOU AUF OC LOE 5 OOIDTOUU SOOO CANE OGUCOR GOOG 0 *28,333 

Se Aco nnd GSE 6 OG GOO ODO. ts GO ODODE TT OOOO S cmon 32,659 


NOTES: . 
* Including 844 student and graduate assistants for summer employment only. 
t+ Including 351 Veterans entitled to disability preference (3 are war widows). 
t Including 499 Veterans entitled to disability preference (6 are war widows). 
The above figures are in addition to 18,332 certificates of reassignment. 


TABLE NO. 2—Recapitulation showing Percentage of Veterans of World Wars | and Il 
Appointed under the Terms of the Veteran's Preference in 1953. 


dk ee 


MALES Veteran FEMALES Veteran 

Status % of Male < ve of Sie 

Non- Appoint- on- ppoint- 
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To His Excellency The Right Honourable Vincent Massey, C.H., Governor 
General and Commander-in-Chief of Canada. 


May 1T PLEASE Your EXCELLENCY: 


The undersigned has the honour to lay before Your Excellency the accom- 
panying report of the Civil Service Commission of Canada for the year ending 
December 31, 1954. 


Respectfully submitted, 


ROCH PINARD, 
Secretary of State. 


Ottawa, April, 1955. 


OrTtTawa, APRIL, 1955. 
HONOURABLE RocH PiNnaRD, M.P., 
Secretary of State of Canada. 


Sir,—In conformity with the provisions of subsection 4 of Section 4 of the 
Civil Service Act (chapter 48, Revised Statutes of 1952), I have the honour to 
submit herewith the report of the proceedings of the Civil Service Commission 
of Canada for the year ending December 31, 1954. 


I have the honour to be, sir, 


Your obedient servant, 


CHARLES H. BLAND, 
Chairman. 
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REPORT OF THE CIVIL SERVICE COMMISSION 
FOR THE CALENDAR YEAR 1954 


HIGHLIGHTS 


Although total appointments made by the Commission during 1954 were 
slightly fewer than in 1953 (25,755 as compared with 28,639), the overall volume 
of personnel transactions represented a distinct increase. The general tighten- 
ing of the labour market during the year was reflected in greatly increased 
numbers of applicants in most competitions and similarly in the number of 
general inquiries about Civil Service employment. The great majority of the 
appointments made were replacements or for short periods of employment. 


One of the factors contributing towards an increase in the number of com- 
petitions was the implementation early in the year of the five-day week for the 
“operating services” in localities where the practice was prevalent among other 
employers. Since the five-day week for operating staffs involved a reduction 
in total weekly hours (in most cases from 44 to 40 hours weekly) it required the 
recruiting of additional personnel to maintain the same level of service. 


The introduction of departmental establishment review committees was 
an important development during the year. Each departmental committee, 
which included representation from the department concerned, the Treasury 
Board Staff and the Commission, had the task of forecasting and screening 
personnel requirements for the ensuing fiscal year. The task was carried out 
as a control measure in conjunction with the preparation of departmental esti- 
mates. 


For the first time the Commission organized staff courses for senior and 
intermediate officers of the various departments. The course for senior officers 
was given in a four-week period at the Agricultural College in Kemptville; the 
intermediate officers’ course, given at the Civil Defence College in Arnprior, 
was of two weeks’ duration. Each course accommodated approximately thirty 
officers. 


PERSONNEL SELECTION 


Professional and Technical Classes 


As in previous years, the majority of professional personnel required for 
Departments has been recruited from among university students graduating 
in 1954. In most instances in which post-graduate experience is required, the 
demands were for personnel specializing in the physical sciences. The total 
number of candidates considered for assignment to positions in the physical 
and social science classes, including seasonal and continuing positions, was 
about 6,500. This represents an increase of approximately thirty per cent over 
the number considered in 1953. | 


This increase in interest shown by candidates did not, however, apply to 
all of the more than fifty classes for which competitions were held. Applica- 
tions from students in agricultural science were less numerous, while the number 
appointed was greater this year than in 1953. Again, the number of candidates 
for appointments to social science classes was about the same as in 1953, while 
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departmental demand was appreciably reduced this year. Finally, the number 
of candidates for appointment to physical science positions was about ninety 
per cent higher, while the number of assignments to Departments was about 
fifty per cent higher than in 1953. 


In all, over 1,000 students were appointed to seasonal work as compared 
with about 850 in 1953. This did not represent an increased requirement 
but rather reflected a greater availability of students in the physical sciences. 
About 425 were appointed to continuing positions, that is, twenty-five per cent 
more than in 1953. Here again, the increase in the number of appointments 
reflects an improvement in availability rather than an increase in demand. 


The selection programme for engineering staff, carried out in the United 
Kingdom at the end of 1953 as the result of a shortage of qualified Canadian 
applicants, brought nearly 100 experienced men to the Federal Civil Service 
early in 1954. This programme provided considerable relief to hard-pressed 
Defence establishments, particularly those concerned with communications 
equipment. There were, of course, several instances in which individual assign- 
ments had to be adjusted, but generally the engineers selected in the United 
Kingdom have proven more than satisfactory. 


In spite of the special intake from the United Kingdom, departmental 
needs for experienced engineering and research staff could not be met in full in 
1954. The greatest difficulty was experienced in electronics, mechanical and 
structural engineering. Much could be gained if it were found possible to con- 
solidate more departmental responsibilities with a view to the most efficient 
utilization of the professional scientific personnel now available. For example, 
the many small architectural units in the various Government Departments 
create some difficulty in retaining imaginative and energetic architectural 
designers—who would be provided with more challenging problems if these units 
could be consolidated into one functional establishment. Similar observations 
apply to other areas of engineering and scientific activity. 


Aside from the physical and social science classes, a considerable number 
of candidates were considered for general classes such as Foreign Service Officers, 
Administrative Trainees and Finance Officers. The quality of candidates 
considered was somewhat lower on the average than in 1953 and the interest 
shown by the public generally in these classes was somewhat less marked. As 
a result, a vigorous recruiting programme for these classes was launched in the 
Fall of 1954 in preparation for meeting needs in 1955. 


The review of the development of junior professional employees, after 
from one to two years of service, has continued to single out brighter prospects 
for development, permit adjustments in assignments with a view to more effec- 
tive utilization of capabilities, and to provide means for validating selection 
techniques. 


In so far as technical, semi-professional and sub-professional classes were 
considered, the selections were mainly for the entrance classes for which an 
adequate number of high school graduates of good quality were available. In 
filling positions for the experienced technicians, however, some considerable 
difficulty was met in attracting suitable candidates in the same fields for which 
there is a national shortage of professional personnel—electronics technicians 
and other related skilled workers. These were most difficult to recruit. 


Recruiting in Clerical and Related Classes 


' At the close of 1954 there were sufficient clerks and office appliance operators 
in most centres to meet the demand. The scarcity of typists and stenographers 
continued and, while the situation improved somewhat in so far as typists were 
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concerned, the same difficulty was experienced in securing stenographers as in 
the previous year. To aid in recruitment, continuing competitions (applications 
for which are accepted at any time) were instituted in certain areas. 


In 1954, the policy was adopted of paying appointees in most of the entrance 
clerical and related classes at various rates in the class range, based upon quali- 
fications. This has enabled the Commission to assign superior recruits at higher 
salaries than those who meet the minimum requirements. 


As in 1953, Commission representatives visited secondary schools and took 
part in ‘‘career day’’ programmes to inform students of’ positions offered. A 
booklet, ‘‘Employment Opportunities in the Civil Service,”’ was also distributed 
among students. 


Test Development 


The number of written examination papers prepared during 1954 was fifty 
per cent greater than in the preceding year. In promotion competitions, where 
large numbers of candidates were involved, written examinations were used 
extensively. Tests are objective, and statistical studies continue to be conducted 
when examinations are completed with a view to further improvement in test 
construction. 


District Offices 


During the year the District Offices of the Commission conducted a much 
larger number of examinations for entrance to the Service than in any previous 
year. As a result, the proportion of appointments made from eligible lists 
was greatly increased. The actual number of appointments and reassignments 
was slightly less in 1953 (23,338) than in the previous year (24,703). These 
figures represent approximately two-thirds of all the appointments and reas- 
signments made by the Commission throughout Canada, including those made 
to headquarters positions at Ottawa. 


To meet increased responsibilities in western Ontario and northern Saskat- 
chewan Sub-Offices were opened at London, and at Saskatoon, It has been 
necessary also to increase the staffs of other district offices to provide proper 
service to Departments and the public. 


CLASSIFICATION, COMPENSATION, ORGANIZATION AND METHODS 


A major function of the Commission is to review departmental requests 
for new positions and changes in existing positions to determine whether the 
proposed classifications and rates of pay are correct and whether they and 
existing positions are required. During 1954 the Commission agreed to the crea- 
tion or extension of 23,152 positions, a small decrease from last year. 5,488 
of these were to provide for casual short-term employment only and 4,971 were 
requests for the extension of existing positions. Many of the remaining 12,693 
existed previously in another form, for example, as positions not subject to the 
Civil Service Act and still others were offset by positions abolished elsewhere. 
Only a small proportion of the 23,152 positions mentioned above therefore are 
net additions to the public service. Of those authorized, 192 were modified in 
classification or compensation. 533 departmental recommendations were 
refused. 


Classification 
Requests for changes in the classification of positions numbered 5,337, a 


decrease of approximately one-fifth from the previous year. Of the total figure, 
254 were refused, 29 modified and 133 were changes in title rather than salary. 
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208 positions were downgraded. Most of these requests concerned positions 
which were already filled. Changes in classification are normally recommended 
only where there have been substantial changes of a continuing nature in the 
duties and responsibilities of the positions concerned. In cases where the addi- 
tional duties and responsibilities have been assumed for temporary periods only, 
additional remuneration may be granted in the form of terminable allowances. 
In 1954, 465 of these were approved. The figure is down slightly from 1953. 


In future years, the number of terminable allowances will decrease and will 
be supplanted, in part, by a new acting pay procedure. The latter may be 
used when an employee is doing temporary duty for a significant period in a 
higher position pending the return of the incumbent or the outcome of a formal 
competition. Before acting pay will be granted, the person involved will have 
to satisfy the Commission that he will be a suitable temporary replacement. 
In effect, the acting pay plan is a refinement of the terminable allowance pro- 
cedure which will also remain in force, temporarily at least, to cover certain 
other circumstances. 


Establishment Surveys 


In conjunction with the preparation of estimates for 1955-56, establish- 
ment review committees were introduced for the purpose of examining and 
reporting on the establishments of all departments, with the exception of the 
Department of National Defence. Each committee consisted of representatives 
of the Treasury Board staff, a departmental officer and an Organization and 
Classification Officer of the Commission, who served as Chairman. The antici- 
pated departmental staff requirements for the year 1955-56 were presented 
by the departmental representatives and the need for and the classification of 
each position was ascertained. The purpose of the review was to ensure that the 
1955-56 estimates would be an accurate reflection of the staff requirements of 
each department and would control the establishment for that period. 


In addition, the Branch conducted 67 unit studies during the course of 
which the need for and the classification of each position in a particular branch 
or division of a department are examined carefully. In effect, they are more 
detailed reviews than it is possible for the establishment committees mentioned 
above to undertake in the time at their disposal. They are useful to the estab- 
lishment committees inasmuch as they frequently concentrate on areas where 
the establishment committees feel more information or more meaningful work 
standards are required. Over the years, this accumulated knowledge will make 
the work of the establishment committees increasingly effective. These special 
or unit studies covered 4,304 positions. 


During the year, special studies on a functional basis were also made of 
establishments staffed by chemists, office appliance operators, cleaners and 
helpers and char staff and telephone operators. Their purpose was to establish 
fair wages, proper work loads and appropriate qualifications and to simplify 
and improve the classification structure for these positions. Considerable pro- 
gress was made, too, in the quantitative and qualitative assessments of routine 
tasks common to many departments—for example, clerical and typing operations 
and record-keeping. The findings are used as guides in determining staff 
requirements and work distribution. 


Compensation 
The study of general economic trends and of wage and salary rates in 


industry and business was continued. Salary rates were established for senior 
officials in the public service. The salary schedules of a number of other indi- 
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vidual classes were also reviewed and adjusted, although it was not found neces- 
sary to consider a further general salary revision following that which went into 
effect December 1, 1953. 


Five-Day Week 


In accordance with the government’s decision to extend the five-day week 
for civil servants to areas where it is prevalent in industries, the Commission 
studied employment practices across the country. Only about ten percent of 
the total classified service now work in areas where the five-day week has not 
yet been approved. 


The change-over to the five-day week has necessitated changes in the Civil 
Service Regulations which pertain to overtime. This matter has been given 
careful study and proposed amendments submitted to the Treasury Board. 


Organization and Methods Service 


The purpose of this service is to provide skilled operative and methods 
advice and assistance for those departments which request it. The work ranges 
all the way from informal assistance given over the telephone on specific prob- 
lems to comprehensive surveys of an entire branch or department. Aspects 
include organization, production, planning and control, filing and_ records, 
forms design, mechanization, layout; and accounting, purchasing, inventory 
and stores systems. 


During 1954, the number of requests for casual advisory service almost 
doubled and there was also a significant increase in the number of detailed 
projects. Nearly ninety percent of all recommendations were implemented. 
The Service was used by one or more divisions of thirty government depart- 
ments and agencies, as compared to twenty in 1953. Courtesy service was 
also extended on request to various international organizations and agencies of 
other governments. 


As time permits, the experience gained in organization and methods work 
is consolidated in manuals. These manuals are distributed as guides to the 
improvement of administrative practices. Manuals on office layout and photo- 
graphic duplicating equipment were issued in 1954 and two others on filing and 
forms design are nearing completion. 


APPEALS 


Appeals Arising out of Promotional Competitions 


During the calendar year 1954, 513 appeals against rating or standing for 
promotion were heard by formal Appeal Boards. Of the 513 appeals, 14 were 
sustained, 338 were disallowed, 39 were withdrawn in the course of hearing, 26 
were settled by other adjustments and 96 were carried forward pending further 
investigation and hearing. 


Numerous other questions arising from competitions were investigated and 
cleared by correspondence with appellants without the need for submission to 
formal boards. 


® 

Improvement was noted in the operation of rating boards generally through- 

out the service, with evidence of better planned rating programmes and greater 

care in assessment and rating. However, there is still a continuing need for 
special training in the application of examination techniques. 
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New and amended regulations, covering appeals, together with procedures 
incidental thereto, were promulgated to all departments in January 1954 and 
good cooperation has been given in their application. 


Close liaison was maintained throughout the year with all departments and 
civil service organizations and corrective action was taken in all cases where the 
investigation of appeals revealed faulty procedures or unsatisfactory adminis- 
trative conditions or staff relations. 


Information concerning Canadian civil service appeal rights and practices 
was transmitted by correspondence and verbally to government officials of 
various other countries and civil service jurisdictions. Useful information was 
also secured from these officials regarding practices followed in their services. 


Appeals Against Denial of Annual Salary Increases 


In 1954, nineteen departments reported 1,343 denials of annual salary 
increase as compared to 1,528 in 1953 and 1,517 in 1952. Twenty other de- 
partments and boards operating under the Civil Service Act reported no denials 
of annual salary increase during the year. 


Thirty-nine appeals against denial of salary increase were investigated and 
heard by appeal boards. Of these eleven appeals were sustained and the in- 
crease restored, ten were disallowed, four were withdrawn, seven were adjusted 
by transfer or other means and seven, received at the end of the year were 
carried forward for further investigation and hearing. 


PLANNING AND DEVELOPMENT 


As a result of studies made in 1953 in the senior officer classes, staff courses 
were established for a group of intermediate and senior administrative officers 
from the Ottawa area who were selected by their respective departments. The 
intermediate course, lasting two weeks, was held at the Civil Defence College 
in Arnprior while the course for senior officers, which was carried on for four 
weeks, was conducted at the Agricultural College in Kemptville. About sixty 
attended, approximately thirty in each group. 


The officers chosen were given training in the examination of the economic 
and social forces which have shaped the Canadian process of government and 
which have influenced the administrative system. They reviewed the funda- 
mental principles of administration and discussed their application in the work 
of government agencies. They scanned the overall structure of the federal 
government and carefully studied problems of typical branches. Special atten- 
tion was directed to the need for financial controls, the improvement of methods 
and executive development. Lectures were given by parliamentarians, univer- 
sity professors, deputy ministers and leaders of industry and business. 


During the year, a study was made of promotion procedures, turnover and 
probation as an aspect of selection. In all these areas, the Commission is 
working closely with the departments. The purpose is to ascertain how pro- 
motion procedures can be improved and how turnover of employees can be 
reduced. 

2 
Recruiting 


. In 1954 the Commission gave a good deal of thought to the best methods 
of interesting outstanding professional and administrative personnel in the 
possibilities of the Public Service. 
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One of the main tasks was to overcome so far as circumstances permitted, 
the shortages which existed in a number of professional fields, notably for com- 
merce graduates and students in accounting and for various types of engineers 
and physical scientists. Indications are, however, that these needs will not be 
fully met until about 1960 when, it is expected, supply will approximate demand. 


It is also difficult to recruit an adequate number of well trained stenog- 
raphers, typists and office appliance operators. This problem has been amelio- 
rated by training and refresher courses and by meeting salary competition for 
employees with good experience and superior education. 


In certain classes high school graduation may now be accepted in lieu of a 
year or two of work experience. This practice makes it possible to engage 
bright young men and women just out of school who might otherwise move into 
other fields of endeavour. 


As has been its custom for some years, the Commission again sent recruiting 
teams to Canadian universities. They were successful in attracting a number 
of good recruits to the public service. It was found that there is growing in- 
terest on the part of faculty members in the advantages of public service em- 
ployment for their students. 


Another problem is the recruitment of well qualified people for senior posts. 
Ordinarily these are filled by promotion from within the service but sometimes 
it is necessary to go outside and in such cases the Commission has found some 
difficulty. The fringe benefits to be found in the public service are not always 
sufficient inducement to counterbalance the limited scope for eventual high 
salaries, the cost of rehabilitating a family or the disruption of an established 
way of life which attends a move to Ottawa or some other centre. 


The same is true, in lesser measure, of the intermediate levels. Apart 
from those in university it is true to say that, by and large, the better prospects 
are now employed and not actively seeking a change and therefore it will be 
necessary to create a direct avenue of approach, class by class, for professional 
and administrative personnel at both the intermediate and senior levels. Con- 
comitant with this, an effort will be made to acquaint the public, particularly 
in areas remote from Ottawa, with the work of the Service and thereby stimulate 
interest in Civil Service employment. 


Research 

Various research projects were undertaken during the year. Among these 
were studies of open and promotion competitions, the effectiveness of certain 
training courses, the career opportunities in various fields and the effectiveness 
of the program for the selection, training and development of supervisors and 
administrators. 


It was also found possible to shorten the length of examinations for univer- 
sity candidates in seven entrance classes without any loss in effectiveness. 


An intensive study of standards for most entrance classes was commenced. 
This will be continued with the objective of developing for each class a combined 
set of standards for classification, qualification, recruitment and examination. 


Counselling 

The Commission continued to promote the development of employee 
counselling within the departments, notably at Ottawa. It also sponsored a 
refresher course to help those who had taken previous courses and were engaged 
in counselling work on a part-time or full-time basis. 
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To assist in the co-ordination and development of the overall programme a 
counsellor consultant was added to the staff of the Commission. The inter- 
departmental committee on employee counselling met six times during the year. 

In recognition of the fact that several departments now have members of 
their personnel divisions performing counselling duties, a manual on coun- 
selling is being prepared. 


Staff Training 


A considerable expansion in the training programme was effected. Apart 
from the initiation of the two courses for intermediate and senior officers, which 
are described elsewhere, there was a complete revision of the training programme 
for Junior Administrative Officers and Administrative Trainees which has been 
conducted annually since 1948. Purpose of the change was to allow trainees 
to gain greater experience in the practical application of principles to typical 
administrative problems and situations. 


The seventeen district training committees which were established in 1953 
continued to function efficiently and completed a variety of training projects. 
The Commission provided material and guidance. A district staff training 
representative was appointed at Montreal to co-ordinate activities in that area. 


A new course on Work Simplification has been prepared in collaboration 
with the Staff Training Division of the Post Office Department. Plans were 
also made for a training programme for Stationary Engineers. 


In co-operation with functional groups, short intensive courses were con- 
ducted for senior officers in Records Management and Purchasing and Procure- 
ment. 


Xegular courses at Ottawa included: a full training course for 100 steno- 
graphers; refresher courses for 200 stenographers and 500 typists; two qualifying 
courses for departmental officers appointed to staff training positions within 
departments; two courses for supervisors of stenographic and typing pools; a 
correspondence course on the principles of office management and a six-months’ 
course in general and map drafting. The latter was arranged to alleviate a 
shortage of young draftsmen. 


Assistance was again afforded to civil servants from foreign countries who 
came to Canada under the sponsorship of the United Nations Technical Assis- 
tance Programme, or the Colombo Plan, to study the organization and adminis- 
tration of the Canadian Public Service. 
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To His Excellency The Right Honourable Vincent Massey, C.H., 
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May IT PLEASE YouR EXCELLENCY: 

The undersigned has the honour to lay before Your Excellency the accom- 
panying report of the Civil Service Commission of Canada for the year ending 
December 31, 1955. 

Respectfully submitted, 


ROCH PINARD, 
Secretary of State. 


Ottawa, June 1956. 


Ottawa, June 1956. 
HoNOURABLE RocH PINARD, M.P., 
Secretary of State of Canada. 


Srr,—In conformity with the provisions of subsection 4 of Section 4 of the 
Civil Service Act (chapter 48, Revised Statutes of 1952), I have the honour to 
submit herewith the report of the proceedings of the Civil Service Commission 
of Canada for the year ending December 31, 1955. 

I have the honour to be, sir, 


Your obedient servant, 


STANLEY G. NELSON, 


Chairman. 
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REPORT OF THE CIVIL SERVICE COMMISSION 
FOR THE CALENDAR YEAR 1955 


THE POST-WAR SERVICE 


The ten years since the end of World War II represent for the Commission, 
as for most departments of government, a period of recovery from the dislo- 
cations of the war years and, to a substantial degree, the dislocations of the 
depression years as well. When war was declared in September, 1939, the 
Canadian economy was still on its way back from the serious depression of the 
early thirties. Thus, 1955 and the years ahead represent a period closer to 
“normalcy” than any time since 1930. It is now time, the Commission thinks, to 
review progress in the post-war period and to look ahead in an attempt to chart 
future progress. 

The depression years were reflected in government personnel policy by 
salary reductions and by stringent staff controls affecting departmental estab- 
lishments and the status of employees. Former salary levels had been restored 
by 1936 but the staff controls continued in effect. During World War II, 
under the authority of the War Measures Act, full competitive examinations 
were largely suspended. Persons were recruited on a temporary basis with the 
understanding that they would be required to qualify by competitive exam- 
ination after the war if they wished continuing appointment. Departmental 
services, some of them already curtailed under the staff control regulations, were 
further curtailed or drastically realigned to accord with the needs of the war. 
Salaries were frozen, but there was provision for “war duties supplements’’— 
extra pay for increased responsibilities resulting from the wartime demands. 

After the war, the road back to normalcy was a steep and difficult one for 
many departments. Some had been operating with limited programs and staff 
since the early thirties. Now attention was urgently directed to the nature of the 
services required by a nation which had grown in population, in its technical and 
scientific knowledge, in the nature and extent of its industry, in its stature 
among the nations of the world. 

The problems of the Commission during these post-war years were in some 
respects the problems of staffing a new Civil Service. It was a period of major 
pre-occupations, of doing “‘first things first’. The men and women of the 
armed services had to be given a fair opportunity to qualify for Civil Service 
employment. Procedures and techniques had to be devised for a return to 
competitive examinations. Departments needed assistance in carrying out 
reorganization of their functions and operations. The classification structure 
of the Service had been thrown out of kilter by the stresses of war-time operations 
and required urgent attention. Salary levels needed constant attention in a 
period of rising consumer costs and industrial wage levels. 

These tasks were being carried out during a period in which the role of the 
departmental personnel office was slowly evolving (a large number of Com- 
mission officers transferred to departmental personnel offices in this period), in 
which the availability of many types of personnel was seriously limited, and in 
which the Commission itself found it difficult to recruit qualified persons in 
sufficient numbers for its own staff. Additional responsibilities were thrust on 
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the Commission during this period by the operations in Korea, by Newfound- 
land's entry into Confederation, and by the need to relocate as far as possible 
employees being laid off by agencies whose operations came to an end or were 
undergoing contraction. 

Although limited in its ability to carry out basic planning by the preoccu- 
pations of the post-war period, the Commission is able to report what it considers 
significant advances in certain areas. Decentralization of selection work to 
district offices, a comprehensive program of recruitment for professional per- 
sonnel, the growth of an Organization and Methods Service and central training 
services, and the program of establishment control developed in collaboration 
with the Treasury Board are some of the more significant forward steps. 


THE COMPOSITION OF THE SERVICE 


There have been considerable changes in the make-up of the Service in the 
last ten years. 

As indicated in figure 1 numbers of classified staff increased from 120,557 
in 1946 to 143,150. Over the same period Canada’s population grew from 
12,292,000 to 15,601,000. On the basis of the above figures the increase in staff 
was not quite as great proportionately as the population growth. However, the 
figures for staff are somewhat overstated for the years up to 1952 because of a 
change in the method of reporting numbers of staff to the Dominion Bureau 
of Statistics. 


Civil Service of Canada 


NUMBERS OF STAFF 


i: 
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1946 1947 1948 1949 1950 1951 1952 1953 1954 1955 


Fic. 1—Civil Service staff employed in Classified Positions in the month of March from 1946 to 
1955 inclusive, as reported by the Dominion Bureau of Statistics. 


With the accession of Newfoundland, 2,800 Newfoundland employees 
were transferred to the federal Service. But, perhaps, the most important 
factor in the growth of the Service during the period was the implementation of 
the five-day week for various operating staffs. This involved a reduction in 
the work week from 48 or 44 to 40 and meant a roughly proportionate increase 
in the numbers of staff required to provide the same level of service. 
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In 1945 classified staff at Ottawa comprised one-third of the Service. By 
1955 the proportion had diminished to slightly over one-fifth. The increase in 
staff for the most part has taken place in field establishments. Staff at Ottawa 
is actually less now than it was in 1945. This is accounted for, of course, by the 
passing of the war-time control agencies rather than by reductions in continuing 
departments. The number of civil servants employed in each province is shown 
on the outline map contained in this report (fig. 2). 


Turnover 


Staff turnover has been a serious personnel problem of employing agencies 
since the end of World War II. Having studied this problem, the Commission 
is now convinced that current separation rates, which appear large in comparison 
with pre-war rates, can be regarded as reasonably normal and stable as long 
as the Canadian economy continues in its present buoyant state. 

Table 1 has been prepared to exhibit this trend in separation rates and to 
enable comparisons to be made with other employing agencies. A study of the 
table will reveal that the current separation rate for the Canadian Civil Service 
is approximately 1 percent per month. This rate is approximately one-sixth 
of that for all Canadian industry; one-third of that for Canadian finance, in- 
surance and real estate; and one-half that for the United States Civil Service. 
Though these comparisons are favourable to the Canadian Civil Service, they 
provide no ground for complacency, and the Commission will continue to attack 
the problem of reducing turnover. 


TABLE 1 
COMPARISON OF SEPARATION RATES 
1952—1955 
—— 1955 1954 1953 1952 
% % % % 

_anatian Civil Service. [25 . | ee eee 13-3 13-8 16-09 14-03 
All Canadian ladustryin. fe .. eee... ee. 46-0° 78-0 84-0 87-0 
Finance, Insurance, and Real Estate........... 28-0° 39-0 46-0 43-0 
United States Civil Service.J 2. .. 25.5.8. 24-4 27-9¢ 26-4 24-3 


a RS SS Ee ee 


* Rates for Canadian Civil Service do not include seasonal employees, nor student summer 
employees. 

> Rates for first eight months only. 

° Classified and wage employees. 


Veterans’ Preference 


A high proportion of appointments are still being offered to persons who are 
entitled to the veterans’ preference for war service as provided in the Civil 
Service Act. Data relating to the operation of the preference in 1955 are given 
in Appendix A to this report. It will be noted that the appointment of persons 
with the preference represented 25.7% of male appointments. (The number of 
women whose war service entitled them to the preference is small.) 
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Appointment of Married Women 

In November 1955, the government removed previous restrictions on the 
employment and promotion of married women. Before that time they could be 
appointed only when required to be self-supporting or on a temporary basis 
when a sufficient number of qualified candidates was not otherwise available. 

It is not expected that the new policy will result in any great increase in 
the number of married women in the Service. For a number of years, the Com- 
mission had found it necessary to recruit and retain married women as steno- 
graphers, typists, office equipment operators, and clerks. Moreover, married 
women with young families are not likely to be seeking employment in any 
numbers. 


Employment of the Older Worker 

Since 1946 there has been a gradual relaxation of age limits for entrance 
examinations and a consequent increase in the numbers of appointees in their 
middle years. While a lower limit has been retained, upper limits formerly set 
at about 35 years of age have been dropped except for a few training classes and 
classes of work in which vigorous physical effort is involved. 

The results of this relaxation were shown in a special survey made in 1954. 
In that year twenty percent of all appointees were over 40 years of age and 
almost ten percent were over 50. 


CONDITIONS AND BENEFITS OF SERVICE 
Salaries 

Five general adjustments have been applied on Civil Service salary schedules 
in the post-war decade, and, with this writing, a sixth isin process. These were 
effective in later months of the years 1947, 1948, 1950, 1951 and 1953. A further 
general change will be effected from April 1, 1956. The relatively short time 
periods between the effective dates of these general adjustments, which range 
from twelve to twenty-eight months, is evidence of the close, continuous check 
it has been necessary to maintain on wage and salary levels in commerce and 
industry. 

The rapid rise in living cost in the immediate post-war years and the con- 
sequent increase in pay throughout industry was the chief reason for the general 
adjustments made in the years 1947 and 1948. It is interesting to note that 
during these years, living costs (measured by the Consumer Price Index) rose 
19.5 points, equal to the increase for the whole period between 1948 and 1955. 

In more recent years, general adjustments have been made in observance 
of the policy of maintaining Civil Service salary schedules at levels comparable 
to rates paid by good employers for generally comparable service. As the result 
of these successive revisions the average annual salary rate for the classified 
Service has risen from $1,873 at the close of the year 1946, when the cost of 
living bonus paid during the war years was incorporated into basic rates of pay, 
to $3,108 for the year 1955. The ultimate effect of the general adjustment 
effective from April 1, 1956, it is estimated, will increase the average annual 
salary rate of the Public Service to approximately $3,300, an increase of eighty 
percent over the average salary rate for the year 1946. 

The influence of these general adjustments is shown by the changes in salary 
schedules for the following classes: 


Elevator Letter 
Operator Carrier Clerk 3 
$ Ss $ 
September 1, 1946..... 1344-1704 1644-2124 1704-1944 
vee IN Peg. 2400-2760 2640-3360 2940-3360 


75161—23 
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Benefits 

Extension of the coverage of the superannuation plan and the adoption, under 
the Public Service Superannuation Act, of a contributory death benefit insurance 
plan have been important additions to the general benefits of employment in 
the Service. In the fall of 1951 a five-day week became an absolute recruiting 
necessity in Toronto and Montreal. It has been gradually extended since then 
to cover more than 90 percent of the Service in localities where it is the pre- 
vailing practice among local employers. ’ 

In its leave provisions, the Service is still ahead generally of industrial 
employers despite the fact that changes have been minor in the past ten years. 
One of the changes has been the provision of educational leave (without pay in 
most cases) as an encouragement to employees who wish to improve their 
educational qualifications. Retiring leave benefits have been extended to 
temporary employees. Under the retiring leave regulations up to six months 
retiring leave or an equivalent cash gratuity is available to employees in accor- 
dance with the number of years they have served. 

It will be necessary to keep comparing the benefits of the Civil Service and 
outside employment. In the years since the war industrial employers have 
continually been raising the ‘‘ante’’ in the form of fringe benefits, partly to 
entice scarce manpower and partly by way of concessions to the unions. No 
longer are Civil Service benefits clearly more liberal. Profit sharing, or incentive 
bonus plans, low-cost lunches, employer-contributory insurance plans, and car 
allowances are some of the benefits available with industrial employers, but not 
in the Service. 


STAFFING THE SERVICE 


While there has been a levelling off in the last few years in the volume of 
appointments made by the Commission, the overall volume of transactions has 
increased. An indication of the trend in numbers of appointments and com- 
petitions is given in table 2. The number of competitions, the Commission 
considers, is a better index of its activity than the number of appointments. 
In 1955 the Commission estimates that it dealt with approximately 180,000 
applicants for Civil Service employment. 


TABLE 2 
APPOINTMENTS AND COMPETITIONS 
1946--1955 
r : Competitions Open Promotion 
Year Appointments to the Public } Competitions ! 
LO AG etic..c bd) mice a operas oni the ean toe A ie Siy ee BUM eer Ae re Ss Gaal es ask Ee nes 
1 OA ok RR AS eit a et li. 18. O59! Bie Wie tee oes 52s cin rcar al |ateii ch atid. eee ae 
ec ercee Gero br Pea One ripes Chem ieas che 1S OOM ol Tiler en cReetrccracs t etstet steal reat ene terete ean eae gs 
G49 Se Th. COR OSE LE OA: 140240001 Dat LeetO. 929.05. LOVEE OE Bc 2 
TDS fe ssi se Macaronesian ie ae Re ee 16,529)  _ | ccsyewgenys Few ay enter ites’ 2 2,287 
IRS yl Wie need Conroy kay A) RUG een AN 23,154 3,191 Zoo 
POS 2 GE Sk steele ites, eee See AT a 3,804 3,459 
POSER eRe ee eee ce egret ee 28, 333 4,466 4,235 
DOGG ee chet stole Sec ere ate foe ae IES) ar 240 4,388 
DOSS Mn ots ce hc ee RR CTO oe ene 23,880 6,068 4,689 


1 Comparable figures not maintained for earlier years. 
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In staffing the Service during the early post-war period, the Commission’s 
first concern was to provide urgently required staff for essential departmental 
operations. Because of the urgency of the need and the vigorous competitive 
‘ bidding of other employers for available manpower, it was frequently necessary 
for the Commission to use its authority to make temporary appointments 
without competitive examination. In most cases where this method was employed 
previous experience indicated that it would not be possible to establish eligible 
lists of a sufficient number of qualified candidates to meet the demands of 
departments. No appointments of this kind were made until the Commission 
had tested the person’s qualifications by written or oral examination. Nor were 
non-competitive appointments made to the detriment of persons entitled to 
the veterans’ preference. 

Nevertheless one of the main goals of the Commission over the past ten 
years has been a complete return to competitive appointments. Through the 
co-operation of departments and their increasing ability to plan ahead, the 
proportion of non-competitive appointments was gradually reduced. For its 
part, the Commission concentrated its efforts on speeding up its examination 
procedures and thus shortening the time taken to get successful candidates 
on the job. 

By the end of 1955 almost all departmental needs for staff were being met 
from eligible lists established as the result of competitive examinations. More- 
over, the Commission was finding that its competitions were, generally speaking, 
attracting good numbers of promising candidates, from which highly competent 
persons could be selected. The Commission believes that its present recruiting 
program compares favourably with the programs of the larger industrial em- 
ployers in Canada. 


Contribution of District Offices 

The efficient functioning of the Commission’s district offices has been an 
important factor in the attainment of this position. The district offices had been 
set up during the early years of World War II and their staffs had had little or no 
acquaintance with the implementation of a system of competitive examinations. 
New procedures had to be developed and district office staffs fully instructed. 
The Commission feels a sense of achievement in the fact that the district offices 
now handle close to seventy-five percent of all assignments, a proportion that 
corresponds very closely with the proportion of civil servants located outside 
Ottawa. 

In 1955, the point was reached where district offices were authorized to 
fill local positions up to a stated salary level on the requisition of the local depart- 
mental officers. Up until a few years ago such requisitions had to be approved 
at departmental headquarters and then at Commission headquarters before 
action was taken to fill the position. The Commission now operates sixteen 
offices located at principal cities throughout Canada and is thus able.to provide 
service at close range to most departmental agencies. A list of these district 
offices is given-in Appendix B to this report. 


University Recruiting 

One of the most crucial areas of recruitment in recent years has been that 
of university graduates to the professional positions in the Service. The quality 
of the Civil Service twenty and thirty years hence is highly dependent upon the 
graduate engineers, scientists, and administrative officers now being recruited. 
Since the war, the Commission has, therefore, devoted a special effort to recruiting 
at the universities. 
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It became clear that after the peak university enrolment in 1949 there would 
be a substantial decline in enrolment for at least five years. The number of 
young people reaching university age each year was known to be declining. 
Meanwhile the size of the Canadian work force was increasing, with a resulting 
increase in general demand for the services of university graduates for technical, 
administrative, and teaching positions. 

The increasing complexity of government activities and the peace-time 
rehabilitation of scientific and technical work in government departments 
resulted in an increased need for a certain number of graduates with broad 
educational backgrounds and for others with specialist training. Finally, an 
examination of administrative resources revealed the necessity for stepping up 
the annual intake of administrative and technical assistants who would be 
potentially capable of filling senior positions as they were vacated by an un- 
usually large proportion of administrative personnel in the upper age brackets. 


Civil Service of Canada 


GRADUATE RESPONSE 


Candidates as Percentage of Enrollment 


1949 1950 1951 1952 1953 1954 1955 


Graduating Years 


Fic. 3—Number of graduates showing interest in government employment, as percentage of 
university enrolment in graduating years since 1949, 
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With these factors in mind, the Commission launched a university recruiting 
program of modest proportions in 1948. Staff members visited major universi- 
ties. Simple pamphlets describing work opportunities were distributed among 
students. Some procedural adjustments were implemented to make it easier 
for university students to become candidates for appointment. The immediate 
result appeared to be satisfactory when an appreciable increase in student 
response was observed. However, by 1951 it was clear that other factors had 
stimulated industrial demands for graduates and the Commission was able to 
maintain only a minimum response up to 1953. Figure 3 shows the trend of 
student interest during the period since 1949. The index used is the ratio of 
university candidates for Civil Service appointments to total undergraduate 
enrolment. 

The Commission consulted extensively with university authorities, in- 
dustrial employment agents, and other public service agencies in an effort to 
determine what action was required to attract a fair share of university graduates 
to the Service. Meanwhile a backlog of unfilled positions accumulated and 
departmental officers were, in many instances, seriously handicapped through 
lack of junior professional and administrative staff. 

The Commission concluded that it must compete on equal terms with other 
employers for university graduates. More elaborate pamphlets and folders were 
prepared. With the help of several departments, lectures to campus groups 
were organized on a considerable scale. Advertising in the university press was 
much increased. Commission recruiting team activity was intensified and 
extended. 

Reference to Figure 3 will show a measure of the results of this further 
recruiting activity. In 1954 and 1955 the student response increased by 50% 
over that of the 1951-53 period. However, the past five-year average demand of 
about 460 graduates and 900 undergraduates (for summer employment) was 
not met. Assignments averaged about 415 graduates and 830 undergraduates 
over the same period. Thus the backlog of continuing positions for recent 
university graduates had grown to nearly 800 at the end of 1955. At the same 
time the estimated demand for undergraduates is up to 1,400. 

Shortages are mainly among students in the physical sciences, commerce, 
and in general arts for foreign service posts, finance, and general administration— 
where a high order of maturity and stability is required. Thus the Commission 
must further intensify its efforts to recruit, particularly in the shortage areas, if 
it is to obtain on a continuing basis a fair share of good students. 

Statistics provided by universities and provincial educators show that the 
number of high school students reaching university age will increase rapidly 
from 1956 to 1960. However, the number of graduates available annually will 
not increase appreciably until 1961, and the full benefit of increased university 
enrolment will not be felt until 1965. 

Obviously continued expansion of the university recruiting program is called 
for in the years ahead. Salary rates must be adjusted as frequently as necessary 
to meet the offers of industrial employers. The Service must be made more 
attractive in terms of well-defined careers for graduates. (The Commission plans 
to encourage a wider use of undergraduates for summer work as a means of 
promoting interest in government service—particularly among students in the 
arts, the humanities, and commerce.) Finally, it is realized that it will be 
necessary to acquaint students with the possibilities for careers in the Service 
well before they reach their graduating years. University officers and pro- 
vincial educators have advised that a general program to familiarize students 
with the Service should be extended downward to include high school students 
who may go on to university. Some work was done in this area during 1955. 
More will be done in 1956 and following years. 
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Clerks, Typists, Stenographers and Equipment Operators 

These classes account for a large proportion of civil servants. In recent 
years and again in 1955 the shortage of stenographers and typists continued to 
be fairly widespread, but through vigorous recruiting efforts the Commission 
was able to fill departmental needs with reasonable success. For some years the 
Commission has been carrying out a high school recruiting program modelled 
after its university recruiting program. 

The opening up of full Civil Service status to married women during 1955 
has helped to overcome shortages of recruits to clerical and related classes. 
Turnover is highest in these classes as would be expected. The Commission must 
recruit over 10,000 young people to these classes each year to keep establish- 
ments up to strength. 


Forward steps were taken during the year in the recruitment and placement 
of staff to operate office machines. To meet the ever-increasing need for com- 
petent operators in this field, new classes were established, making possible more 
realistic examination and placement. In addition to the recruitment of trained 
operators, applicants were appointed for training on machines for which they 
displayed aptitude. It is not possible for all educational institutions to provide 
training on some of the more complex machines used in the Service. 


Selection for Training 


Increasingly in recent years the Commission is finding itself recruiting people 
who must be given extensive training before they can be put on the job. In 
some cases they must be trained in duties that have no counterpart outside 
the Service, in others it is simply a matter of shortages of trained personnel. 
Where a number of departments are involved, the training courses are given or 
arranged by the Commission’s staff training division: where the trainees are 
required by only one department, the department normally arranges the training. 


Training of stenographers, and of map, mechanical and architectural 
draftsmen has been referred to in previous reports. In 1955 the first training 
course was organized for stationary engineers in an attempt to infuse into the 
Service more persons in the class who will be capable of qualifying for the higher 
grades as they gain experience. 


The Department of Transport is one of the departments with a large number 
of positions for which no training is available outside the Service. In 1955 the 
Commission was called upon to recruit a large number of trainees for that 
Department’s Air Services Branch. One of the largest of these recruiting efforts 
involved the selection of candidates for approximately 200 vacancies in the air 
traffic control service. Selection was made from over 2,000 applicants on the 
Daa of related experience and interests, general capacity and personal suita- 

ity. 5 

_Another large competition was held to select suitable persons for training as 
radio operators. In this case special authority was obtained for the training of 
275 operators in private schools. Special training has been necessary at the 
professional level also, particularly for the meteorological division. Meteor- 
ologists take a one-year post-graduate course towards a master’s degree at the 
University of Toronto. A further seven-month’s course in the department is 
given before an operational posting. (i 


Improved Recruitment Publicity 


The Commission’s objective of attracting the best qualified to the service 
of the nation is highly dependent on the form and appearance of its announce- 
ments of job opportunities. For the most part announcements of competitive 
examinations are made either in the form of posters for display in post offices, 
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employment offices, universities, high schools, or other public places, or in the 
form of advertisements in newspapers, professional journals, and other periodicals. 
These are the media that have proved most effective over the years. 

After each competition, an analysis is made of the effectiveness of the 
advertising that has been used. A careful selection of advertising media must be 
made in order to obtain an effective response at a reasonable cost. In 1955 the 
average cost of paid advertising was approximately ten dollars per competition. 
More attractive layouts have been devised for competition posters and pamph- 
lets describing Civil Service careers. Figure 4 shows some of the recent posters 
and pamphlets issued by the Commission. 

Radio is occasionally used for competition announcements and advan- 
tage is taken of the opportunity to describe departmental work in special 
talks. In 1955 a series of six talks on the operations of various departments, one 
of them on the Commission itself, were included in the ‘‘Canada at Work” 
series sponsored by the Department of Labour. 


Examination Techniques ° 

The ability of the Civil Service Commission to adapt the merit system to an 
environment of vigorous competitive bidding for available manpower has been 
dependent to a considerable degree on the development of special examination 
techniques. One major need has been to reduce the time required to mark 
written examination papers. In recent years the trend has been towards the 
objective type—(short, single response) and away from the subjective or free 
answer type of examination. In many of the larger examinations, the use of 
such specially constructed examinations has enabled the Commission to score 
the answer papers by machine. The resultant savings in time and money have 
been substantial. 

In the university recruiting program a change has been made recently to 
the objective type examination. The interval between the written examination 
and the interview has been substantially reduced. A function of the written 
examination is to reduce the number of candidates, having regard to the number 
of vacancies, to those who should be given further examination by an oral 
examining board in an interview situation. This is an important factor since a 
longer delay between the written and oral examinations and offer of appoint- 
ment, would lead to a greater loss of highly qualified graduates who accept offers 
from other employers before offers have been made by the Civil Service 
Commission. 

Wherever possible, tests are constructed in such a way that they will have 
broad application. During 1955, new tests were developed for radio operators, 
student air traffic controllers, unskilled manual workers, meteorological assistants 
and others. An increasing number of written tests are being developed for use in 
promotion competitions. One objective type examination.was used this year 
to examine university graduates for entrance qualifications to five different 
classes, where previously five different examinations had been held. Tests of 
this kind must assist the Commission in selecting candidates who have the 
basic knowledge and skills and also assist in evaluating interests and personality 
as an aid in placement. 


STAFF UTILIZATION 


The Commission’s interest in the qualifications of staff does not, of course, 
end with their appointment. For one thing, it is vitally concerned with the 
effective use of existing staff in the departments, particularly the use of staff in 
short supply. It is vitally concerned also with the extent to which departmental 
organization and work can provide orderly, progressive advancement for com- 
petent, ambitious people entering the Service. 
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Promotions 

Most directly the Commission is concerned with the way in which pro- 
motions are handled in the departments. Frequently, the Commission is asked 
to recruit to fill a vacant position which might more quickly and effectively be 
filled by promotion. Moreover, the Civil Service Act requires that ‘vacancies 
shall be filled, as far as is consistent with the best interests of the Service, by 
promotion”’. 

Promotion may be by way of a promotion competition for a vacancy or by 
way of reclassification where the duties of a position have changed materially. 
Sometimes the dividing line between the two alternatives can be rather fine. 
There was a tendency in the early post-war years, because of the length of time 
involved in promotion competitions to favour and seek reclassification wherever 
possible. The Commission’s aim, of course, is to restrict departmental pro- 
motions as far as possible to promotion by competition. Quite apart from this 
objective, which stems from the intent and spirit of the Civil Service Act, there 
was evidence that staff morale dropped appreciably when the reclassification 
technique was used in marginally justifiable cases. 

By gradual pruning of procedures in the course of which a number of clerical 
operations were decentralized to departments, and by enlisting the interest and 
support of senior administrative and personnel officers in departments, the 
Commission has been able to restore the promotion competition to a more 
esteemed role in departmental personnel administration. As indicated in table 2 
the number of promotion competitions has more than doubled since 1951. 
Departments are finding that the promotion competition is an important factor 
in improving staff morale and general departmental efficiency. 


Training and Development 

It is only since World War II that training has been recognized as an 
important function of personnel administration. The fact that many skills 
have been scarce in this period has helped to focus attention on training needs. 
Previously there had been a tendency to assume that most personnel needs 
could be met by the recruitment of fully-trained personnel. The need of special 
types of training in the recruitment program has been referred to earlier in this 
report. Training has an even more important place in the effective utilization 
and development of staff in the Service. 

The line supervisor is to the Civil Service as the sergeant is to army. The 
effectiveness of departmental operations is highly dependent on good super- 
vision, but good supervisors ‘‘do not grow on trees’. A good deal of effort has 
been spent in the post-war period in the development of supervisory skills. 
The Commission now has available sixteen training courses relating to the 
supervisor’s role. 

Most departments now have staff training officers attached to the per- 
sonnel office. They are able to devote attention to the peculiar training needs of 
the department. The more general training needs such as the development of 
course material, training conferences, a film library, and the organization of 
central training courses, are met by the Commission’s staff training division. 

An example of the central training given by the Commission are the courses 
for departmental administrative officers. A comprehensive training course for 
junior administrative trainees has been given each year since 1947. The Com- 
mission has been pleased with the response to special courses it has arranged in 
recent years for senior and intermediate administrative personnel. Officers 
assigned to these courses are removed completely from their normal working 
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environment for a period of from two to four weeks. Departments have in- 
dicated that their officers have benefited from the formal instruction and from 
the group projects and conferences which form part of each course and at least 
equally from the less formal meeting of views and interchange of ideas. 

The increasing size and complexity of federal government services and 
operations has placed tremendous responsibilities on senior administrative 
officers within departments and has demanded urgent attention to the nature 
of the administrative function and to the task of ensuring a steady, and in- 
creasing, flow of highly competent administrative personnel into and up through 
the departments. It is widely recognized that competent senior personnel are 
spread far too thinly at the present time. Occasionally this condition can be 
remedied by improved organization and increased delegation. Too frequently, 
however, delegation is limited by the number of people capable of assuming 
broad responsibility and authority. 

In government, as in industry, it is now being recognized that a special type 
of person, with special wisdom and special skills, is needed in top level admin- 
istrative positions. Isolating and developing those special skills and special 
persons will continue to be one of the major problems confronting the Com- 
mission and departments. It is partly to this end that the Commission has 
recently appointed an officer who will concern himself with the problems relating 
to the development of executive and professional staff in the Service. The 
recruitment of highly qualified people to the Service is not enough. Their 
interest in the Service must be maintained and their potential discovered and 
developed. Initiative and imagination must be fostered by challenging work 
assignments and increasing responsibilities. 


Staff Morale 


The Commission has a keen interest in the level of morale in the Service. 
Harmonious working relationships and good working conditions are reflected in 
the type of service given to the public and consequently in the prestige of the 
Service. And the higher the prestige of the Service, the easier the Commission’s 
task of attracting highly qualified persons to serve. 

Progress has been made in providing modern, well lighted and well-venti- 
lated offices for civil servants, and this has been beneficial to morale. More 
remains to be done, particularly in the Ottawa area. Many employees have 
felt a sense of achievement through taking part in the government’s suggestion 
award plan. The Commission considers that there is considerable room for 
further improvement in the “channels of communication” reaching to and 
from the intermediate and lower operational levels in departments. This is an 
area in which industrial employers _have achieved significant results in recent 
years. 

The Civil Service Health Division of he Department of National Health 
and Welfare has contributed to’ good morale through its nursing counsellor 
service and clinics in government buildings at’ Ottawa. Another type of 
counselling—‘‘employee counsgelling’’—has been found worthwhile in industry 
and is being encouraged by the Commission. Essentially it is nothing more than 
a recognition of the importance of ‘“‘treating people as people’, an approach 
that is frequently lost sight of in big organizations, with their elaborate divisions 
of labour. Absenteeism and ‘inefficiency are frequently attributable to the 
personal problems of the employees concerned. The interest of a a 
supervisor is sométimes all that is needed to overcome the difficulty. 
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APPEALS 


Appeals Arising out of Promotional Competitions 

During the calendar year 1955, 733 appeals against rating or standing for 
promotion were heard by formal appeal boards. Numerous other complaints 
arising from competitions were investigated and cleared without necessity for 
submission to formal boards. Of the 733 appeals, 27 were sustained, 457 were 
disallowed, 54 were withdrawn in course of hearing, 47 were settled by other 
adjustments and 148 were carried forward pending further investigation and 
hearing. 

Over the past eight years the number of appeals registered with respect to 
promotion has increased from 297 in 1948 to 733 in 1955. During the same 
period the number of promotional competitions increased from 1,643 in 1948 
to 4,689 in 1955. 

The factors or conditions giving rise to appeals are under constant study. 
Wherever investigation reveals any administrative weakness or other unsatis- 
factory condition prompt remedial action is taken by the Commission in con- 
junction with the department concerned. 

In keeping with the trend toward greater departmental decentralization of 
competitions, progressively extensive use is being made of the facilities of the 
Commission’s District Offices in the local hearing of appeals. 

While improvement has been noted in the operation of rating boards gener- 
ally throughout the service there is still a definite and continuing need for special 
training in the application of examination techniques. 

Excellent co-operation has been extended throughout the year by all 
government departments and civil service organizations in the application of 
appeal procedures. 


Appeals Against Denial of Statutory Salary Increases 


In 1955, government departments, subject to the Civil Service Act, reported 
denial of statutory salary increases in 1,811 cases as compared to 1,343 in 1954, 
1,528 in 1953, 1,517 in 1952 and 1,940 in 1951. 

Prior to 1953, a salary increase was automatically deferred if the indi- 
vidual concerned had not been on active duty for at least 10 months subsequent 
to the date of his or her previous increase. An amendment to the Civil Service 
Regulations in 1953 gave the deputy head discretionary authority in cases of 
that kind. 

Thirty-three appeals against denial of salary increase were investigated 
and heard by appeal boards. Of these, ten appeals were sustained and the 
increases restored, eight were disallowed, six were withdrawn in course of hearing, 
four were adjusted by transfer or other means and five received at the end of the 
year were carried forward for further investigation and hearing. 


CLASSIFYING THE SERVICE 


Not long before the advent of World War II the Commission had evolved 
a program of ‘unit surveys’. It was the plan then that the classification of all 
positions in the Service be reviewed every two or three years by means of syste- 
matic surveys. Each ‘‘unit survey’? would examine the organization of a given 
unit and the duties of all persons therein. From this survey the Commission 
would draw up an official list of positions and a designation of their correct 
classification. 
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Unfortunately the war put an abrupt halt to this program. During the war 
salaries and classifications were frozen. The wartime controls extended beyond 
the end of the war to March 1947. Under these controls reclassifications could 
be made only in cases of “‘gross injustice and gross inequality’. Thus there had 
been no systematic examination of departmental classifications for close to ten 
years. In the Commission’s report for the year 1946 the situation was described 
as follows: 

“The piecemeal approach to the adjustment of classification and 
compensation which it has been necessary to adopt under the Wartime 
Salaries Control Order is inconsistent with the fundamental objective of 
the administration of the classification plan. The simultaneous examination 
of the classification of all positions in each branch or division of a depart- 
ment—the unit survey method, as it has come to be known—is the only 
satisfactory way to ensure that classifications conform to the levels of 
responsibility inherent in the work structure, in short, that the principle 
of equal pay for equal work prevails.”’ 


Among others, the classification structures of units embracing scientific and 
professional workers had become seriously out of date by 1947. This was one 
of the groups requiring most urgent attention. In the years since 1947 extension 
of the program of unit surveys to all positions in the Service has been the major 
concern of the Organization and Classification Branch of the Commission. 

In the course of these surveys, it has been necessary to make thousands of 
upward changes in position classification. Many downward changes have been 
made as well, but in such cases normally the change in the classification of the 
position does not affect the salary of the person occupying the position at the 
time of the survey. 

Needless to say, the classification changes resulting from the unit survey 
program have contributed to the general improvement in morale in the Service. 
It is a somewhat frustrating aspect of the Commission’s classification function, 
however, that no matter how thoroughly and judiciously it is carried out there 
will always be a small number of aggrieved employees who are quite convinced 
that their services have been badly undervalued. 


Improving the Classification Plan 

For the last five years the classification plan has gradually been made the 
subject of systematic review. The two main purposes are to ensure that the 
plan reflects present occupations found in the Service and to simplify the plan 
itself. 

The first objective is met by conducting classification surveys of occu- 
pations such as chemists, medical officers, file clerks, office machine operators, 
librarians, solicitors and departmental classes. The plan must be modified in 
view of the changes that occur in the nature of occupations themselves. For 
instance, accounting today uses many more office machines than it did some 
thirty years ago. Medical officers have ventured into many new fields unknown 
a quarter of a century ago. The class series must therefore reflect the changes 
that have occurred in the duties and responsibilities of these positions. 

The second objective does not necessarily mean that the number of classifi- 
cations must be reduced. There exists now 2,051 classes as compared with 
2,204 in 1922, notwithstanding the tremendous extension of services provided © 
to the public. The increase in number of departments for instance between 
1922 and 1955 gives an indication of the fields into which the Government has 
entered, and at the same time, of the new occupations that are now to be found 
in the Service. To mention just a few, social workers, methods officers and 
office machine operators are good examples. It is therefore necessary in a 
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classification plan to increase, at times, the number of classes to reflect these 
changing conditions. Classification of positions is necessary to ensure proper 
identification of duties, responsibilities and qualifications, as these affect various 
personnel processes: recruitment, selection, salary administration, rating and 
counselling. 

On the other hand, simplification can also mean a reduction in the number 
of classes used. Individual, or ‘‘one-man’’, classes lend themselves to grouping, 
and some attempt is being made to reduce this type of class. 

A good classification plan ensures good salary administration, for without 
a good description of duties, responsibilities and qualifications it is nigh impos- 
sible to make the appropriate comparisons with similar classes or occupations 
outside the Service. In this respect class descriptions are constantly being 
reviewed and modified or new ones are issued, depending on the nature of the 
changes involved. 

Finally, the classification plan must be geared to the career idea. As 
personnel develop, they should assume more and greater responsibility, and the 
classification plan must facilitate, not hinder, this movement of staff from the 
lower to the higher echelons of responsibility. 


ESTABLISHMENT CONTROL 


The rapid expansion of the Service in the years immediately following 
World War II brought with it a need for procedures and devices through which 
departmental establishments could be periodically examined and controlled. 

During this period, departmental main estimates provided only for those 
positions which had already been authorized. Requests for establishment 
changes, in terms of numbers and classifications, were forwarded as the need 
arose from departments to the Civil Service Commission for investigation and 
report and from the Commission to Treasury Board for consideration and 
approval. Financial provision to cover such changes in establishment was 
included in the supplementary and final supplementary estimates of the various 
departments. 

This procedure did not contribute to sound over-all program planning on 
the part of departments. It made it exceedingly difficult for the Commission 
to undertake comprehensive studies of over-all establishment requirements, and 
rendered effective Treasury Board over-all control exceedingly difficult. 

In an effort to obtain greater control, Treasury Board imposed staff ceilings 
for each of the various departments. However, departments could still seek 
authority for additional staff at the time of supplementary estimates (which, 
over the years, had become substantial). Since it was difficult to give proper 
scrutiny to staff requirements at the time of supplementary estimates, staff 
ceilings tended to break down. 


Present Procedure 

In 1954, following a study of the problem by Treasury Board staff and the 
Commission and a trial in several departments the previous year Cabinet appro- 
ved a procedure whereby small committees would be set up to deal with the 
staff estimates for each department in conjunction with the preparation of 
departmental estimates. Each of these committees comprises a senior depart- 
mental administrative officer, a representative of Treasury Board staff, and a 
representative of the Commission. In each case, the Commission representative, 
a senior officer of the Organization and Classification Branch, serves as chairman 
of the establishment review committee. 
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The operation of these committees was described in the original Treasury 
Board promulgation as follows: 

“Under the new procedure, the Treasury Board will consider and 
determine the establishment of each department at about the same time 
that it considers and determines the estimates for that department, and it 
will not consider any further requests for additions to the establishments 
except at the time it considers supplementary estimates, or when it is 
directed to do so by the Cabinet as a result of a Cabinet decision relating 
to a particular department, or when there is clearly a need of an emergency 
character. The consideration of supplementary estimates, usually in the 
month of May, will provide an opportunity for review of any changes 
necessary in departmental establishments resulting from matters that 
could not be foreseen at the time the main estimates were prepared or which 
arise out of subsequent decisions taken by the government or Parliament.” 


The new procedure has been in effect for about two years now, and in 
general, it has worked reasonably well and has been an effective control on the 
rate of expansion in the Service. It has materially reduced the amount of paper 
work necessary in the administration of certain personnel activities, and has 
increased the Commission’s responsibility materially in matters relating to 
classification. It has assisted the Commission to plan its recruiting and unit 
survey operations more effectively than was possible under previous procedures. 


The establishment review procedure has not been without its complications. 
The establishment review committees make their reports in September of each 
year on establishments that will be effective for a full year, commencing with 
April 1 the following year. In effect the establishment set is intended to stand 
until the establishment for the next fiscal year is effective—a time interval of 
18 months from the time of the committees’ deliberations. Such an establish- 
ment may not provide sufficient flexibility in departmental classifications, 
particularly in view of the provisions of section 10, subsection 5, of the Civil 
Service Act that 

“any change in the duties of a position that, in the opinion of the 
Commission, is material, shall operate to abolish it and to create a new 
position, which shall be classified by the Commission under this section”’. 


However, departments have been given a great deal of freedom in the use 
of positions on their establishments in order that they may meet unusual situ- 
ations that may arise. The Commission will continue to watch the effects of 
this new control procedure and to seek to ensure that it is flexible enough for the 
departments to operate efficiently. 

To assist in the proper setting of establishments special studies have been 
undertaken within the last few years in the field of ‘“‘work measurement”’. 
Essentially this is an attempt to determine how many people are required to 
staff a certain type of office which has a certain volume of work to perform or 
sometimes to set a standard of work performance for a certain type of employee— 
for example, the number of square feet of floor area of a certain type that may 
be cared for by one caretaker. The Commission has found this type of infor- 
mation valuable and plans to continue and refine its work measurement research. 


THE ORGANIZATION AND METHODS SERVICE 


Purpose and Development 

The purpose of this service is to provide specialized advice and assistance 
to departments in the analysis of organization, systems, procedures and work 
methods. This involves the detailed examination of organizational character- 
istics and such administrative activities as production planning and control, 
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purchasing procedures, inventory and stores control, traffic and transport 
planning and control, office mechanization including electronic data processing, 
filing and recording operations, forms design and control and a variety of office 
services. 

The service was initiated in 1946 when one or two officers, specialized in 
office methods, were attached to the Organization and Classification Branch 
of the Commission. Their services brought about economies that would not 
otherwise have been achieved. In 1948 more specialists were recruited and a 
separate division was formed. In 1951 the Organization and Methods Service, 
as it is now known, was constituted as a strictly advisory service, receiving 
requests directly from departments and agencies when they required advice or 
assistance. At the same time, emphasis was placed upon improving the quality 
of the work done—and the effectiveness of the results. These results are shown 
in the rapid increase of implementation of “‘O and M”’ proposals from 1951 to 
the present. Over ninety percent of the proposals now made are being accepted 
and implemented (see Figure 5). There are now eighteen officers on the staff 
and provision has been made for further expansion to meet the increasing 
demands for the service. 


Organization and Methods Service 


IMPLEMENTATION CHART 


Percentage Implementation 


1948 1949 1950 1951 1952 1953 1954 1955 


Fic. 5—Increase in acceptance and implementation of O & M advisory proposals since 1948. 


Surveys 

Nearly three hundred surveys have been made by ‘“‘O and M”’. These have 
involved work in twenty-eight departments and agencies. Some have been 
interdepartmental, covering activities common to all departments. The variety 
in the activities surveyed has been indicated above. Some of the surveys have 
been made to assist in the formulation of administrative policy, some to make 
provisions for changing conditions, some to reduce backlogs of work, and some 
as reviews to indicate where work simplification and cost reductions can be made. 
All surveys are made with the co-operation of the departmental staff. 
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Informal Advisory Services 

These consist of day-to-day informal requests for assistance on specific 
problems of short term nature such as: an assessment of alternative ways of 
doing a particular job; how to go about preparing an administrative manual; 
how to design a particular form or group of forms; or what kind of mechanization 
would be applicable to a particular operation. 

These assignments vary in time from a telephone call to several days’ work. 
The number of such requests is rapidly increasing, running to as many as twenty 
a day. Various officers in thirty-four departments and agencies are using this 
service frequently. 


Office Machinery and Equipment Services 

A specialized unit is available to give information and advice on mechanical 
applications. Contact and co-operation with manufacturers and agents is 
maintained to keep abreast of new developments. Demonstrations, tests and 
analytical studies of equipment are arranged frequently. Special emphasis is 
being placed upon electronic data processing equipment and its possible 
applications. 


Research and Information 


A comprehensive index and digest service of current publications is main- 
tained on all aspects of organization, administration procedures and methods. 
While this was set up for the use of ‘‘O and M” Officers, it is being increasingly 
used by departments. 


Administrative Manuals 

Some of the experience gained in the course of “O and M”’ activities is being 
consolidated in convenient reference manuals for the use of administrative 
officers. The demand for copies of these manuals has increased so rapidly, not 
only from departments, but from other governments, industry and commerce, 
that their distribution and sale have been placed in the hands of the Queen's 
Printer. The manuals published to date are as follows: 


Forms Design and..Controliye....y ooo nc iS ons tceel 75¢ 
Filing Services’, ... 222. iam. so feae 2 eee Heme es 50¢ 
Office Layoutes. <7. die oo See > eee es a 50¢ 
Transcribing and Typing Servicess).... 20... 9. .> tea 50¢ 


Several other manuals have been compiled for limited distribution. 


Training of O and M Officers : 

The scarcity of well-qualified ‘‘O and M” Officers is a great handicap in 
this type of activity. A poorly conducted survey by one officer can seriously 
affect the confidence of departments in ‘‘(O and M’s”’ usefulness as an advisory 
service. Therefore, the selection and development of “‘O and M”’ Officers 
have received close attention. Specialized, comprehensive and intensive training 
on this type of work is not available from outside sources and it is has been 
necessary to develop ‘‘on the job” training schemes, and formal but practical 
courses of instruction. 

These training developments have given rise to requests from departments 
which are developing their own ‘‘(O and M” services, and who wish to have 
selected officers trained for this work. A specific and continuing programme of 
training has, therefore, been developed to meet this demand from many 
departments. 
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The work of the “O and M”’ Service generally, and particularly that in 
training, has attracted attention from other governments. Training varying 
from one week to four weeks has been given to officers from Jamaica, Pakistan, 
Egypt, Israel, Mexico, India, British Guiana, Malta, Philippines and Costa Rica. 

Upon request assistance has been extended to other agencies, including 
an “‘O and M”’ survey of the International Civil Aviation Organization, advisory 
services to U.N.E.S.C.O., and the loan of an officer to the United Nations 
Technical Assistance Administration for one year’s ‘‘O and M” work in Israel. 


Savings 

The savings from “O and M”’ work cannot be precisely calculated. The 
end result of many jobs is to make operations more speedy and effective, to 
conserve the time of senior administrative and scientific officers for their more 
specialized work, and to improve morale and conditions of work. The savings 
from these results, though very real, cannot be measured conveniently and 
precisely. There are, however, some savings that can be measured at the end 
of each survey. The total of these savings alone far exceeds the total costs 
involved in providing the service. 


BROAD OBJECTIVE 


The responsibilities of Canada as a nation and the Government of Canada 
have increased very considerably since the war. More than ever it is appropriate 
that ‘the best shall serve the state’. Unless highly qualified persons can be 
attracted to and retained in the Service, the quality of government itself will 
suffer. . 
It is with this realization that the Civil Service Act must be administered 
in the years ahead. There can clearly be no relaxation in efforts to increase the 
effectiveness of the entire staffing process and to provide conditions of employ- 
ment that will afford Civil Servants a sense of achievement in their duties and a 
sense of pride in the Service. 

The Commission, as one of the so-called ‘‘central control agencies” realizes 
also that it must share in some measure with the departments directly concerned — 
the responsibility for the effectiveness of their operations. Thus, not only does it 
have the responsibility of carrying out the provisions of the Civil Service Act; 
it has a responsibility of carrying them out in such a manner that departmental 
operations are not unduly impeded and in such a manner that resultant pro- 
cedures properly take account of true departmental needs. 


PERSONNEL OF THE COMMISSION 


In September, 1955, there occurred_the retirement of. C. H. Bland, Chair- 
man of the Commission since 1935. Dr. Bland had entered the Civil Service as 
a member of the staff of the Commission in 1908 and, except for a period of 
service in World War I, served thereon until he was made a member of the 
Commission in 1933. ‘ 

S. G. Nelson, a Commissioner since 1945, was appointed Chairman in 
replacement of Dr. Bland. 
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NEW APPOINTMENTS IN 1955 


Appendix A 
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Notes: (*) Of this number only 23 were women. Males having the war service preference 
represented 25-7% of all male appointments. 
(») Includes 814 seasonal appointments and 911 student and graduate assistants 


for summer employment. 
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Appendix B 


DISTRICT OFFICES OF THE CIVIL SERVICE COMMISSION 


NEWFOUNDLAND DISTRICT OFFICE 


Stott Building, 
123 Water Street, 
St. John’s, Nfld. 


HALIFAX DISTRICT OFFICE 
10 Tobin Street, 
Halifax, N.S. 


SAINT JOHN SUB-OFFICE 
Post Office Building, 
Canterbury Street, 

Saint John, N.B. 


MONCTON—ATLANTIC REGIONAL 
OFFICE 
128 Highfield Street, 
Moncton, N.B. 


MONTREAL DISTRICT OFFICE 
685 Cathcart Street—Room 800, 
Montreal, P.Q. 


QUEBEC SUB-OFFICE 
Corner DuFort & Buade Streets, 
P.O. Box 489, 
Quebec, P.Q. 


OTTAWA DISTRICT OFFICE 
Room 504—Jackson Building, 
Ottawa, Ont. 


TORONTO DISTRICT OFFICE 
25 St. Clair Avenue, East, 
Toronto 7, Ont. 


LONDON SUB-OFFICE 
388 Dundas Street, 
London, Ont. 


WINNIPEG DISTRICT OFFICE 
Great West Permanent Building, 
356 Main Street, 
Winnipeg, Man. 


REGINA DISTRICT OFFICE 
341 New Federal Building, 
Victoria Avenue & Rose Street, 
Regina, Sask. 


SASKATOON SUB-OFFICE 
309-11 London Building, 
Saskatoon, Sask. 


EDMONTON DISTRICT OFFICE 
Room 203—Mercantile Building, 
10182—103rd Street, 

Edmonton, Alta. 


CALGARY SUB-OFFICE 
414—416 Public Building, 
Calgary, Alta. 


VANCOUVER DISTRICT OFFICE 
Sixth Floor, 
1110 Georgia Street, West, 
Vancouver, B.C. 


VICTORIA SUB-OFFICE 
Room 401—New Federal Building, 
1230 Government Street, 
Victoria, B.C. 
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CIVIL SERVICE COMMISSION 
ANNUAL REPORT 1958 


PRINCIPAL DEVELOPMENTS 


The most notable event in 1958 was the transmission to Government of the 
Commission’s Report on Personnel Administration in the Public Service. This 
report resulted from a thorough study of all aspects of the subject over a period 
of eighteen months and sets out the Commission’s views on a desirable regime 
for the future. Its main recommendations have already been widely reproduced 
in the daily press and elsewhere and therefore will not be repeated here. The 
Commission was pleased to note, however, that the Government hopes to proceed 
with new legislation at the next session of Parliament. The present Civil Service 
Act has remained substantively unchanged for the past forty years and a new Act, 
more in line with modern needs, would be both welcome and useful. 

In the field of recruiting, the Commission continued to meet with problems 
in certain classes but, on the whole, it was not too difficult to keep departmental 
establishments up to strength. The response to the university recruiting program 
was the best it has ever been. Among others, we had an abundance of engineering 
applications for the first time in many years. A full report on the general recruiting 
situation will be found in the section on Personnel Selection. The figures on new 
appointments, which numbered over 21,000, appear in Appendix A. Most of 
these were replacements. 

Good progress was made by the Pay Research Bureau, during its first year 
of operation, in recruiting staff and in developing techniques for the collection 
of salary data from outside employers. A number of studies were launched which 
will provide more precise information on which to base future salary recommen- 
dations to the Government. A summary of the Bureau’s activities will be found 
elsewhere in this Report. 

In recent years, the Civil Service Commission has been hard pressed to meet 
its responsibilities with its present staff. However, it was agreed that requests 
for additional staff would be withheld until the aforementioned Report on Personnel 
Administration was completed. At present the Commission has a staff of about 660, 
a figure that has been fairly constant for some time despite the assumption of 
new duties and a growing public service. 

In concluding this summary, the undersigned would like to pay public tribute 
to the former chairman of the Civil Service Commission, Arnold Heeney, Q.C., 
whose re-appointment as Canadian Ambassador to the United States was announced 
shortly after the turn of the year. A man of great capacity and integrity, he made 
an outstanding contribution to the Civil Service Commission in general and to 
the preparation of the Report on Personnel Administration in particular. 


PERSONNEL SELECTION 


General Situation 


Public interest in civil service employment continued to increase. In order 
to cope with the growing number of applications, the Commission made more 
use of written examinations to measure the aptitudes, knowledge and interests 
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of candidates. More travelling was also required to examine applicants from 
various parts of the country. 

At the entrance levels, there was an adequate supply of clerks and typists 
to fill vacancies in most areas. Well-qualified stenographers were still in short 
supply. With increased automation the demand for office equipment operators 
has grown and to meet this need the Commission continued its policy of filling 
many positions with junior operators who receive on-the-job training from the 
departments concerned. 

Hospital classes were difficult to keep up to strength, notably nurses, physio- 
therapists, Occupational therapists and laboratory technicians. The same is true 
of ship inspectors for the Department of Transport. After ascertaining that the 
Canadian supply of these inspectors had been virtually exhausted, applications 
were also invited from the United Kingdom and a number of appointments 
were made. 

Good success has been achieved in shortage areas with the continuing 
competition technique under which applications may be received and processed 
at any time. This method was employed, for example, in certain professional 
classes and was particularly helpful in the recruitment of medical officers. 

Above the entrance level, good science graduates who have been out of 
university for some years were difficult to find. Quite naturally, many of the best 
were in satisfactory employment elsewhere which created a real problem in 
attempting to meet departmental requirements. Many of these needs stemmed 
from an increased emphasis on research and development and the sharpening 
interest in the northland. 


University Recruiting 


The Commission was quite pleased with the response to its university 
recruiting program. In all, there was need for about 600 graduates for continuing 
positions and 1,200 under-graduates for summer work. There were more candidates 
for these jobs, both absolutely and proportionately, than at any time since World 
War II. 

Approximately 900 persons wrote the general examination for university 
graduates. This is a substantially greater total than for several years past. From 
these, about 150 will be selected for assignment to such classes as foreign service 
officer, junior administrative officer, finance officer, economist, statistician and 
customs appraiser. 

The response was just as encouraging among graduates in engineering and 
the applied sciences. To illustrate, there were approximately 600 graduating 
students in civil, electrical and mechanical engineering competing for something 
less than 100 positions. These 600 candidates represented about forty per cent 
of all the graduates in these three fields and this was achieved despite the fact 
that, for the first time, there was a written examination for these classes. Just a few 
years ago there were more vacancies than candidates. Another 200 or so applied 
for some fifty engineering and scientific posts for which there was no written 

examination, for instance, chemists and physicists. Many of these had post- 
- graduate degrees. 

As has been the case for several years, the Commission had an abundance 
of applications for the 1,200 summer jobs. Among the requirements were 300 
under-graduates in engineering, 130 in geology, 250 in agriculture and 110 in 
forestry. Many will be engaged on survey work and field parties. Not infrequently, 
those accepting summer jobs enter the public service on a permanent basis after 
graduation. 
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Despite the overall success of the university program, there are still a few 
clouds on the horizon. For example, it has not been possible, for some time, to 
recruit enough honour graduates in mathematics, physics or engineering physics 
for training as meteorologists, nor enough commerce graduates for training as 
income tax assessors. The problem stems from the fact that there are relatively 
few graduates in these fields, and the demand for their services, both in government 
and private employment, continues to be great. The Commission. did, however, 
have some success in meeting the shortage of meteorological officers by hiring 
pass graduates with special training in mathematics and physics. Some of these 
later go on to obtain honour degrees and subsequently become meteorologists for 
which more advanced training is required. 

Throughout the whole university program, the Commission maintained 
close liaison with placement officers and faculty members, and much of the 
response is attributable to their whole-hearted co-operation. At the same time, 
the Commission did its best to improve its own operations and expedite its processes. 
Among other things, new attractive folders covering the main entrance classes 
for university graduates were issued. It was also possible to make offers to successful 
candidates much earlier than had been the case in former years. 

With this increasing public response, there were also more acceptances of 
job offers. This is explained in part by a new provision which permits the payment 
of travelling expenses of graduates to their initial place of employment, provided 
these costs are in excess of $30. Renewal of this authority has been obtained and 
will be extended to graduates selected in 1959. Students receiving such aid 
undertake to stay with the public service for at least one year. About 60 took 
advantage of the privilege in 1958. In addition to placing the government on 
a more competitive basis with private industry, the new policy encourages graduates 
from all parts of the country to join the public service and it is felt that a professional 
corps more representative of the whole nation has been achieved. 


Advertising 


Recently the Commission extended the scope of its advertising, particularly 
for nation-wide competitions, and now uses all large dailies from coast to coast. 
This ensures, to a greater extent than was perhaps the case in the past, that all 
Canadians are notified of competitions and given an opportunity to apply. It has 
also tended to increase the response. 

A number of new pamphlets were produced. These were entitled ‘Steps 
to Appointment”, “Service Conditions and Benefits”, ‘Citizenship and Residence 
Requirements”, “Veterans Preference” and “Interesting Careers for High School 
Students”. An indication of the need for this kind of literature is the fact that 
the Commission’s public information office at Ottawa received 60,000 visitors 
and 30,000 telephone calls during the year. Thousands more were in touch with 
Commission offices across the country. 


Promotions 


Approximately 5,000 promotion competitions were held in 1958. Of these, 
about 4,800 were intra-departmental competitions and the remaining 200 inter- 
departmental. The former are conducted by departmental rating boards subject 
to review by and appeal to the Commission. The latter, the inter-departmental, 
are handled entirely by the Commission. 

As might be expected, the larger departments had the greatest number of 
departmental promotion competitions with 724 in the Unemployment Insurance 
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Commission, 706 in the Post Office Department, 558 in National Defence, 402 
in Veterans Affairs, 362 in the Customs and Excise Division of National Revenue, 
308 in the Taxation Division of National Revenue, 278 in the Comptroller of 
the Treasury and 267 in Agriculture. 

The total number of promotion competitions, roughly 5,000 is down slightly 
from 1957 when we had over 5,300 but the number is still more than double 
what it was eight or nine years ago, for example 2,400 in 1950. This trend is 
consistent with the desirability of providing opportunities for advancement to 
competent and industrious persons already in the service before inviting applications 
from the general public. 

As a matter of principle, the Commission would like to increase the number 
of inter-departmental competitions which totalled only 200 in 1958. This is one 
of the best devices for strengthening weaker portions of the public service and is, 
of course, attractive to promising young people since it provides them with 
greater scope. The Commission will endeavour to conduct more inter-departmental 
competitions in future years but does not expect an appreciable increase until 
it has more staff to cope with the additional work. 


Appeals 


During the year, 664 appeals against ratings or standings in promotion 
competitions were heard. Of these, 26 were sustained, 433 disallowed and 41 
withdrawn; in 34 cases, the appellants were satisfied by other adjustments, and 
130 cases were carried forward for further investigation. The appeal privilege 
was quite widely used by officials in fairly senior grades with 177 of the 664 
coming from that quarter. They included 86 from the technical field, 67 from the 
administrative and 24 from the professional classes. 

With roughly 5,000 promotion competitions, the number appealed represented 
slightly less than eight per cent of the total, the percentage being much the same 
as it has been for the past five years. Of the 664 appeals, nearly five per cent 
were sustained, this, too, being much the same as it has been. The relative stability 
of these percentages from year to year is not unexpected. If a significantly higher 
proportion of appeals were sustained, there would be reason to doubt the soundness 
of our selection procedures. Conversely, the fact that the total number of appeals 
remains fairly high indicates confidence in the appeal procedure and a willingness 
on the part of employees to use it when they feel aggrieved. 

In keeping with the trend towards decentralization, greater use is being made 
of the Commission’s district offices in the local hearing of appeals. Over a fifth 
are now heard in these offices. Apart from cutting down travel costs, local 
hearings permit more expeditious settlement. 

Close liaison is maintained with government departments and civil service 
organizations and conditions giving rise to appeals are under constant study. 
Whenever investigation reveals any administrative weakness or other unsatisfactory 
situation, the matter is brought to the attention of the department concerned for 
remedial action. The departments have been very co-operative in this respect. 

Hearings were also conducted on 38 appeals against denial of annual or 
other increases. Of these, 5 were sustained and the increases granted, 16 were 
disallowed, 3 were withdrawn in the course of hearing and 14 were carried 
forward pending finat reports from local appeal boards. . 
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Staff Turn-Over 


This year the percentage of separations was the lowest since 1951 and quite 
possibly since before the war. The method of reporting was changed in 1951 
and therefore it is not possible to say so with certainty. In 1958, the separation 
rate was 12 per cent, down two per cent from the previous year and down five 
per cent from 1953. This is an encouraging trend and indicates a growing stability 
in government employment. This in turn cuts down training costs and increases 
efficiency appreciably. The separation percentage for the public service is only 
a small fraction of that for Canadian industry and commerce in general and less 
than two thirds of what it is for the United States Civil Service. 

It might be noted, too, that only about half of the separations were for what 
might be called voluntary or controllable reasons. The other half arose from 
such causes as death, retirement, ill health, termination of work and the like, 
over which little or no control can be exercised. 


Test Construction 


During 1958, the personnel research and test development functions were 
brought together in a Research and Test Development Division. This Division 
undertook, among other tasks, research on the reliability and validity of various 
selection techniques and gave advice and assistance to departments in the 
construction and use of written examinations designed to assess the progress 
of employees and their suitability for specific types of training. 

A new booklet on “Civil Service Examinations” was prepared. It contains 
specimen questions and general information and is now on sale at a nominal 
price through the Queen’s Printer. Its purpose is to familiarize candidates with 
the types of examinations which can be expected for various kinds of work. 


CLASSIFICATION AND COMPENSATION 


Establishment Reviews 


For some time, one of the Commission’s important tasks has been to serve 
on establishment review committees which pass upon departmental requests 
for staff in the ensuing fiscal year. The reviews got under way late in 1958 for 
1959-60. As a result, 139,760 positions were approved, an increase of 1,075 
over the previous year. 2,063 positions were added to, and 988 deleted from, 
existing establishments. The review committees are composed of representatives of 
the Treasury Board, the department concerned, and the Civil Service Commission, 
with the latter acting as chairman. 

In order that this work may be carried on effectively it is necessary to 
make systematic reviews of classification plans in the public service. Consequently, 
a research unit was established to develop and recommend policies, plans and 
procedures respecting the classification, evaluation and compensation of positions. 
Much of this unit’s activity was devoted to the study of background data, the 
grouping and coding of classes, the development of a standard format for class 
specifications and the construction of a point rating plan for position evaluation. 

All classes have now been grouped and coded thereby making it possible 
to obtain rapidly geographical or other breakdowns as they are required. Efforts 
are also being made to code all classes according to educational requirements 
and work categories such as managerial, supervisory and operational. This 
could facilitate the development of a new technique which would greatly simplify 
the preparation of estimates. 
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New Specifications 

During the year, specifications were published for a number of new classes 
and certain other classes for which no formal specifications previously existed. 
Particular progress was made in the crafts and labour group with about one 
third of these classes now covered. However, up-to-date specifications for all 
classes will take some considerable time to complete. There are roughly 1,900 
classes in the public service and, of this total, reasonably effective specifications 
exist for only 150 covering about 28,500 positions. Several requests for develop- 
ment work in this area had to be turned down because of staff limitations. 

Among the classes for which new specifications were published were 
Examiners of Masters and Mates, Telephone Operators, Photographers, Economists, 
Statisticians, Communicators, Traffic Officers and Supervisors of Building Services. 


Salary Recommendations 


In mid-summer, the Commission found it necessary, on the basis of the 
best evidence then available, to recommend against a general revision of salaries 
and the government accepted this recommendation. Concurrently, however, 
attention was drawn to the fact that increases were warranted for certain classes 
and a number of these have since been adjusted. In making its recommendations, 
the Commission said it favoured, in principle, class by class revisions rather than 
general adjustments but indicated that the latter might be the only alternative 
in certain circumstances, for example, in a period of inflation or rapid increases 
in industrial rates. 

Another recommendation will be going forward next summer after the Pay 
Research Bureau completes its general yearly survey. It might be noted that these 
recommendations, whatever form they may take, are based solely on comparisons 
with salaries and wages paid outside the civil service and on certain other factors 
none of which, however, have anything whatever to do with economic or fiscal 
considerations. There has been some confusion on this point. 


Allowances 


During the year an attempt was made to categorize and evaluate provisions 
relating to fringe benefits and working conditions, and to prepare an inventory 
of all types of allowances currently being paid in the public service. This project 
will take some time to complete. 

Recently, there have been increasing variations in hours and working 
conditions due mainly to greater activity in remote areas, such as parts of the 
Trans Canada Highway and the Canadian North. Consequently, more cases are 
coming to the Commission’s attention which require recommendations for extra 
compensation in one form or another for the unusual hours or unusual conditions. 

The number of terminable allowances was drastically reduced. These are 
allowances for additional duties and responsibilities assumed for a temporary 
period, for example, during the absence of a superior officer or when the person 
is assigned to a special job. This reduction was made possible through a change 
in the “acting pay” provisions under which most such cases are now handled. 
In 1958, only 67 new terminable allowances were approved and 95 extended. 
It is expected that most of these will be converted to acting pay in the new year. 

During 1958, the question of cash payment for unliquidated overtime was 
studied. It was found that cash payment for overtime was becoming more 
prevalent in industry and it was recommended that the regulations be changed 
to permit the payment of cash at the end of a year for all overtime not compensated 
by time off at that date. This has now been approved. 
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Salary Structure 


The Commission continued to make progress in reducing the number of 
salary ranges in the public service. Five years ago, there were about 250. They 
now number 85 and it is hoped further to reduce them to about 40. An effort 
will also be made to have uniform rates in each range, that is, between minimum 
and maximum. This streamlining process will permit a more meaningful distinction 
between ranges and will greatly simplify the operation of the pay plan. 


PAY RESEARCH 


The main function of the Pay Research Bureau is to compare various 
categories of government employment with outside occupations in order to provide 
the Commission, government departments and staff associations with factual 
information on compensation and working conditions. It is also expected to analyze 
trends in business and industry in order that the need for civil service changes 
may be anticipated and assessed. Its studies relate to salaries, hours of work, 
leave, promotion opportunities, superannuation, housing facilities, bonuses and 
other additions to basic pay. 

To clear up misunderstanding, it might be noted parenthetically that the 
role of the Pay Research Bureau is simply to keep on top of the constantly changing 
situation in outside employment, not to make recommendations. The latter is the 
prerogative of the Commission. 

The Bureau has just completed its first full year. During the early part 
of it, staff had to be recruited and trained and operating procedures developed. 
However, a good basis for research has now been established and a number of 
studies initiated, most of them related to pay and conditions for specific classes 
of work. Many more are in prospect. 

Good working relationships have been established with the Dominion Bureau 
of Statistics and the Department of Labour, both of whom also collect data on 
pay and conditions of employment. An inter-departmental committee may be 
set up shortly to ensure that programs and problems in which the three agencies 
have a mutual interest are regularly discussed. 

Inherent in the Bureau’s work is a careful comparison of jobs, as well as 
salaries, inside and outside the public service since one without the other is not 
meaningful. In this area, there is no substitute for on-the-spot investigation 
necessarily involving many visits to firms and institutions. These visits are time- 
consuming, and the Bureau is very appreciative of the co-operation received from 
outside employers, which include provincial, municipal and educational institutions 
as well as business and industry. Much of the Bureau’s information is given on 
a confidential basis and this arrangement is scrupulously respected. Quite frequently, 
the Bureau, in turn, is able to provide information to these outside agencies. 

One study undertaken was to examine the limitations of salary data already 
available from mailed surveys, and for this purpose more than fifty large-scale 
employers were visited in every part of Canada. Another was designed to ascertain 
industrial practices in establishing rates of pay in different locations. Special 
surveys were also made of various classes, including university professors, 
stationary engineers, librarians and hospital employees, as well as a study of the 
prevailing practices with respect to statutory holidays. 

In other areas an effort was made to improve civil service statistics, including 
those on employment, earnings and staff turn-over. Tentative plans were formulated 
for an annual survey of a selected group of professional classes. 
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Last year’s report foreshadowed arrangements for an Advisory Committee 
on Pay Research. This committee has now been established and includes seven 
members, three from the official side, three from staff associations and a chairman 
from the Civil Service Commission. Official side members are the Secretary to 
the Treasury Board, the Assistant Deputy Minister for Customs and Excise in 
the Department of National Revenue and the Director of Scientific Services in the 
Department of Mines and Technical Surveys. Staff side members, who were 
nominated by the associations they represent, include the President of the Civil 
Service Federation of Canada, the General Secretary of the Civil Service Association 
of Canada, and the immediate Past President of the Professional Institute of the 
Public Service of Canada. The Director of the Pay Research Bureau, or his 
alternate, attends all meetings to provide liaison between the Committee and the 
staff of the Bureau. 

This employer-employee committee reports to the Commission and, as its 
name implies, is purely advisory, not executive. Nonetheless, it has proven very 
useful in advising on pay research practices, the areas of study and classes of 
employment on which research should be undertaken and the distribution of reports, 
many of which are confidential and must be treated accordingly. 

The fact that staff associations have a voice in shaping the program of the 
Bureau and free access to its findings is worthy of emphasis. There is good reason 
to believe that this will greatly facilitate discussions between official and staff sides, 
in so far as salaries and benefits are concerned. 


ORGANIZATION AND METHODS 


The Organization and Methods Service, which has been functioning for 
some years, is available on a request basis to all departments and agencies of 
government. It is akin to a management consultant firm in private industry and 
provides advice and assistance on problems having to do with organization, 
procedures and work methods. 

During the year, 43 major surveys were requested and 41 completed. There 
were also 150 requests for small-scale advisory services. Acceptance of recom- 
mendations continued at a high level and substantial savings resulted. 

While most of the work had to do with procedures and methods in such 
fields as purchasing, storekeeping, accounting, filing, recording, copying, work 
measurement, production control and office mechanization, a fair number involved 
the organization of branches and sections.’ Six surveys pertained to electronic 
data processing. 

Several courses were conducted for departmental officers. In addition to 
general courses in organization and methods work, there were short courses in 
forms design, work measurement, records management, mechanical aids and 
electronic data processing. Advice and assistance was afforted to visitors from 
other countries, including Brazil, Chile, China, Costa Rica, Ethiopia, Greece, 
Haiti, Honduras, India, Iraq, Korea, Nicaragua, Pakistan, Paraguay, Peru, the 
Philippines, Thailand and Uruguay. 

In keeping with its practice of committing organization and methods 
experience to writing, the following papers were produced: “A Guide to Duplicating 
Processes”, “A Guide to the Selection of Adding Machines”, ‘Selected Reading 
for Prospective Organization and Methods Officers”, “Justifying Electronic Data 
Processing in Government Service”, “Report Writing for Management Analysts” 
and “Organization Theory and Practice”. These papers are for distribution within 
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the government service. There are, however, four manuals on public sale through 
the Queen’s Printer. They are “Manual of Forms Design and Control”, “Manual 
of Office Layout”, “Manual of Filing Services” and “Manual of Transcribing 
and Typing Services”. 

The Commission is encouraged by the increasing use made of the Organization 
and Methods Service since, as an advisory body, it must make its reputation solely 
on the quality of its advice. The number of requests for assistance and the high 
degree of acceptance of recommendations is a good indication that it is meeting 
a real need effectively. 


STAFF DEVELOPMENT 
Training 

For some years, the Civil Service Commission has been conducting courses 
in public administration for intermediate and senior officers stationed at head- 
quarters. In 1958 this training was extended to the field and courses were 
arranged for district officers in the Western, Quebec and Maritime Regions at 
Banff, Ste. Agathe and Halifax, respectively. 

The central course for senior government officers was again held for four 
weeks at the Kemptville Agricultural School commencing in mid-August. Another 
orientation course began in September for newly-recruited university graduates 
(junior administrative officers) and specially selected candidates already in the 
service (junior officers). This course runs one afternoon a week for eight months 
and is coupled with on-the-job training in departments. 

A number of other courses were also conducted. These included the annual 
correspondence course in office management, in which nearly 2,000 civil servants 
are enrolled, a course for supervisors of stenographic pools, a course in records 
management, a secretarial course and special “brush-up” training for stenographers 
and typists whose skills have suffered from disuse. The purpose of the latter is to 
alleviate shortages. This refresher training was given to about 650 employees, 
many of whom where previously engaged on other duties, such as clerical work. 

Special training in public and personnel administration was arranged for 
officers from Korea, Ethiopia, Burma, Brazil and Uruguay. 

A booklet entitled “Information for Civil Servants of Canada” was issued. 
It acquaints new employees with the responsibilities and privileges of public 
service employment and is sold by the Queen’s Printer to departments. 


Educational Leave 


During 1958, 47 requests for educational leave with full pay were approved, 
AO of these for periods of less than three months. Leave with half pay was granted 
in 71 cases and leave without pay in 18. Of those to whom the privilege was 
granted, 73 registered in Canadian universities, 48 in American and 15 abroad, 
all but one of them in the United Kingdom. 

There is an inter-departmental committee to deal with requests for educational 
leave. This committee obtains transcripts of marks, ascertains how the nominee 
was selected and whether others were considered, assesses the need for the training 
and why a particular institution was chosen. Some departments have their own 
educational leave committees to deal with matters which concern them alone, 
for example, certain types of short-term training. 
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Counselling 

The Commission has emphasized that the older worker and the handicapped 
should be given every consideration when seeking employment. This policy 
was brought to the attention of the departments on whom the Commission must 
rely for co-operation. In the case of older workers, arrangements were made for 
medical examinations where there is any doubt about capacity to perform the work. 
In the case of the handicapped, one officer has been designated to sit on all Boards 
where such people are candidates. 

The Commission also sponsored a conference on alcoholism. Departments 
were asked to watch for signs of problem drinking, to conduct educational programs 
with respect thereto and to follow certain lines of procedure when trying to 
rehabilitate those who may be suffering from this ailment. 

A considerable number of employees came to the Commission’s counselling 
section for advice on job and domestic problems. No two cases were identical 
but it was apparent in some that better supervision might have alleviated matters. 
In most areas, the quality of supervision is, of course, quite high but elsewhere 
the Commission and the departments jointly hope to improve it by courses, 
training and other methods. With some problems, good counselling is all that is 
required. 

It should not be assumed from the foregoing that the federal government 
has a higher proportion of problem employees than any other large organization. 
That is not the case. There is, however, growing recognition of the need to make 
more use of the probationary period following initial appointment, usually six 
months. It is felt that if those who are obviously unsuited for the work for which 
they are engaged were weeded out then, or referred to other work for which 
they are suited, both the service and the individual would benefit. 


NEW REGULATIONS 


Maternity Leave 


Formerly, employees expecting a child were required to resign on the under- 
standing that under certain conditions they could be re-appointed and be deemed 
to have continuous service. Now they may be granted leave without pay prior 
to the birth of the child and for a period not exceeding six months thereafter. 


Acting Pay 
A refinement was introduced in the acting pay provisions. Acting pay is 
granted to employees who are performing, for a period of not less than two months, 
the duties of a higher position while the incumbent is absent on account of illness 
or for other reasons. Previously, these temporary replacements could not be granted 
annual or other increases normally associated with the higher position; now, 
they may. 


Promotion Eligibility 

Occasionally, when suitably qualified Canadians cannot be obtained for 
government positions of a specialized nature, the Commission appoints new 
Canadians or others who lack the normal citizenship or residence qualifications. 
These appointments are made by exemption and reported to Parliament. Previously 
such people were not eligible to compete for promotion in the public service. 
This was thought to be unfair since they entered on invitation to fill important 
posts and therefore authority was sought and received to admit them to promotion 
competitions. 
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Election Service 


Normally, federal civil servants are not allowed to participate in elections, 
other than those at the municipal level. However, in certain localities, particularly 
in remote areas, civil servants may be the only persons suitable for appointment 
as substitute revising officers, deputy returning officers and poll clerks under the 
Canada Elections Act. Consequently, despite the restrictions which ordinarily 
obtain, authority was granted for them to so act, subject to certain conditions 
which have been carefully spelled out. 


Suspension, Demotion and Dismissal 


Through another change, an employee who has been suspended is to be 
given, within ten days of the commencement of the suspension, an opportunity 
to present his side of the case to the deputy head or a senior officer nominated 
by the deputy. Before, immediate suspension was not possible in cases where 
such action was obviously desirable, such as theft. The new section permits 
immediate suspension and at the same time, by providing employees with a right 
to be heard by a senior officer within ten days, sets up a safeguard against arbitrary 
action by a supervisor. 

The same amendment also states that an employee who is threatened with 
demotion or dismissal shall be given a similar opportunity to present his side 
of the case to the deputy head or a senior officer nominated by the deputy. 
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Appendix A 
NEW APPOINTMENTS BY DEPARTMENTS IN 1958 


ee eee 


War Others 
Department Service |—-————————————_|_ Totals 
Preference Males Females 
Agriculture atin tee trove eerie eh a caare cia 50 569 361 980 
Airc ransport.DO8tds 2521s. anc fades eas ceeeines 2 3 7 12 
‘Auditor Generalseae ny. ite aoe re eaten oe so) 7 2 9 
Board of Transport Commissioners............--..-+- 3 8 11 22 
Canadian Maritime Commission...............-++++5 Be | | 
Chict ElectoraltOfiice: jeer tie seiner cao ee tee 2 15 36 53 
Citizenship and Immigration.................+.+-.-- 53 162 205 420 
@ivilService\Commissionas....ene eee coe. eee 6 1] 61 78 
Defence Productions... co: etee wssstts arene. cohieetee 8 45 83 136 
Dominion Coali Board. seen. artes etre ee tee Pe: F2 | | 
External Affairs.¢..c21 se: gn cis ae see ome errors 5 67 95 167 
Finance nh <n. ee eee eee aie Oc ae eae reeset 35 136 487 658 
Rishteries ha. Het dee. Si See ae eee 40 84 47 171 
Governor General's Officessc 4.) 2 see bite ioe I | 
Hiousevot Comimonsn an ncuediarisnca er Potees oe re | ao 2 1 
Insurance Midi e OA 2. UR Aa Oh SR eee Pere cm Ax 10 14 24 
Tustict uid say ches tis ay a oe enue wa waees 6 19 30 55 
eabOurc eee etd ccd Ce ete clon dae ieee CRA 6 19 32 57 
Mines and Technical Surveys.....0.....05.-+-+005--- 13 665 103 781 
National Defencet ret ne cuenta eee eon 609 1, 647 2,456 4,712 
NationalGallery2723. 2a eta oe ae eiecss- pie 3 11 14 
National Health and Welfare.................-00000> 49 186 246 48] 
National \cibranvicccse ty eect eo eaeeceer ey eres aa | 6 7 
National Revenue (Customs and Excise)............-- 69 541 118 728 
National Revenue.(Vaxation))..../:...22 52-20 oe 17 252 1,774 2,043 
Northern Affairs and National Resources.............. 52 307 126 485 
Post. @fiicet teem. erhaey ern erate eer 460 ei eye 622 3,274 
Postmaster det ae ata, hota otis Baanonretnenrns 36 40 54 130 
PrivyaCouncilecnss ot ucen aepaeen.. eterno ae | 6 6 13 
PROM G ARCNAV EB ics oo Barras e Fine inca aI ies aioe aes oe 5 3 8 
ublicierinting andistationery sre eetieies ee 13 80 75) 168 
PubligtWorksxsties. 2s eet: ee ae eer ee 293 467 99 859 
RGM Policer. j2tthud 5 ncn athe eee eerie ee 6 12 172 190 
Secretary ot otates «acquis arectoramctniocierceae tomers: Skene 5 48 5] 104 
"TarifPioar dele cscerie-k. patter Rete ECON ao EE | | 3 5 
‘Tradeand:Commerces scence acs Gee Pee eee 19 160 211 390 
A Westarjern care es en ements suelo deca nae 195 919 282 1,396 
Unemployment Insurance Commission..............-- 7\ 253 617 94 
WeteraristAttalrs™ sc cee ned ant merrier sere _ 346 477 946 1,769 
Totalc tet come dent =e Caner eee one resn er panes. 2,471 (a) 9,419 9,454 21, 344(6) 


ee ean EEE Tran TERETE 


Notes: (a) Of this number only 25 were women. Males having the war service preference represented 27.9% of 
all male appointments. 
(b) Includes 547 seasonal appointments and 1,070 student and graduate assistants for summer employ- 
ment. 
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Appendix B 
FEDERAL GOVERNMENT EMPLOYMENT 
Departmental Branches, Services and Corporations 
Estimated Number of Persons Employed 
at September 30, 1958. 
Salaried Employees under Civil Service Act ........ 135,627 
Salaried Employees not under Civil Service Act 13,825 
Salaried Employees Locally Engaged Abroad .... 1,570 
Atomic Energy Control Board 
INanoOnaliFilm Board = 79 9) ns ee 2 3,005 
National Research Council 
154,027 
Prevailing Rate Employees. i). ...dc.:s.n.steethessees 27,578 
Dalbisasnilcets: ANC. CLOW Ss = a8 eo hi ee ce ey ry 2,128 
184,333 
CASAS PANIC OT NCTS ope Sie tee eae ee | Se tral ares 15,699 
200,032 


Source—Dominion Bureau of Statistics Memorandum 
Federal Government Employment, September, 1958. 


17 


18 CIVIL SERVICE COMMISSION 


Appendix C 
GEOGRAPHICAL DISTRIBUTION OF EMPLOYEES 
BY PROVINCES 


Newfoundland .....«. 846.8. disk. eaiasttiniavieledit 2-222 TES eS 
Prince. Pdward Island pcsacii ce cp caeetse eee as 672 
Wepre COTA coe case wasn aete oo ip eon dealer 7,247 
Near Drunswith Glin tee ouce  peserencagenasonteems 5,087 
FO solo) 3 Camm Ree eerie ini teins sec errcenonueneoperiacr vce 23,427 
ORTATIO Si epee ere erie 66,020 
Wamitoba ces. ls shel coe ao ero geodon Ore 6,898 
GSaSkaAtChO WAN  diecacasectedecsdtnonunsesbenu-aateacngenmaaemesmder 4,112 
Y= he Yoh gts Wimee eer wares rewrote creerer a toa Cormac trang ic 8,039 
BFitish” COLUMBIA <5: .ceeowacdere cae -tcracatemae nemerc nero 12,801 
Yukon and Northwest Territories ..............-..05 1,008 
BP HORT. vices ee eat Soo eee 792 

tal ee ok ee eekocs hoes ree aeneen tater cams 138,457 


BY PRINCIPAL METROPOLITAN AREAS 


FOES 2 ELL Benne pee emeinen top erer unit an cenrennac on 33,818 
DOr thea bi ees aescdoceouns tee: chaaceivesaote dense aaa Meaneeee ne emma 13,706 
OOO. saieseildee-d peice ose sees cass ata ommcra eae eines b26155 
VanCOUVe® c.ciscesadsde cease tateeeees ehctens ceoyeadew ote naietnla wane 7,134 
Wirnipes .....).cccsoces ce dssPeascane shane. tse Poea yr Haseeevr ota 5,136 
EL abifax. chico ce wastes ce eswave seg nee cna eee reer lemateara 4,835 


Source—Dominion Bureau of Statistics 


Note: These breakdowns are based almost exclusively on salaried 
employees under the Civil Service Act. The figures would be 
higher if other salaried employees, prevailing rate employees 
and the like were included but the Bureau of Statistics does 
not yet have complete information on these. 
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Appendix D 


DISTRICT OFFICES OF THE CIVIL SERVICE COMMISSION 


NEWFOUNDLAND DISTRICT OFFICE 


Stott Building, 
123 Water Street, 
St. John’s Nfid. 
Phone: 7778 


HALIFAX DISTRICT OFFICE 
Ralston Building, 
105 Hollis Street, 
Halifax, N.S. 
Phone: 3-9321 


SAINT JOHN SUB-OFFICE 
Post Office Building, 
Canterbury Street, 

Saint John, N.B. 
Phone: 3-2769 


MONCTON-ATLANTIC REGIONAL 
OFFICE 
128 Highfield Street, 
Moncton, N.B. 
Phone: 4-8088 


MONTREAL DISTRICT OFFICE 
685 Cathcart Street, Room 950 
Montreal, P.Q. 

Phone: University 1-2731 


QUEBEC SUB-OFFICE 
Corner DuFort & Buade Streets, 
P.O. Box 489, 
Quebec, P.Q. 
Phone: LA 2-5225 


OTTAWA DISTRICT OFFICE 
Stephen Building, 
219 Queen Street, 
Ottawa, Ontario. 
Phone: 9-6-6128 


TORONTO DISTRICT OFFICE 
25 St. Clair Avenue, East, 
Toronto 7, Ontario. 

Phone: Walnut 4-1471 


LONDON SUB-OFFICE 
388 Dundas Street, 
London, Ont. 
Phone: GE 2-2141 


WINNIPEG DISTRICT OFFICE 
Room 702, Winnipeg General 
Post Office Building, 
266 Graham Avenue, 
Winnipeg 1, Manitoba. 
Phone: WHitehall 3-4468 


REGINA DISTRICT OFFICE 
341 Motherwell Building, 
Victoria Avenue & Rose Street, 
Regina, Sask. 
Phone: LA 2-0289 


SASKATOON SUB-OFFICE 
309-11 London Building, 
Saskatoon, Sask. 

Phone: CH 2-7771 


EDMONTON DISTRICT OFFICE 
Room 767, 
Federal Public Building, 
107 Street & 99 Avenue, 
Edmonton, Alberta. 
Phone: 4-0251 


CALGARY SUB-OFFICE 
630 Public Building, 
Calgary, Alberta. 
Phone: AM 6-3160 


VANCOUVER DISTRICT OFFICE 
Sixth Floor, 
1110 Georgia Street, West, 
Vancouver 5, B.C. 
Phone: MUtual 1-5251 
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PRINCIPAL DEVELOPMENTS 


A significant event in 1959 was the appearance of the Commission before the 
Standing Committee on Estimates. This provided a welcome opportunity to explain 
Our activities and practices and to answer the questions of Members of Parliament. 
It was the first such appearance in over twenty years and we share the view of the 
Committee that there should be more frequent opportunities for this kind of review. 

In our opinion, they engender a spirit of understanding which is essential to the 
efficient operation of the merit system. Following the completion of the hearings 
the Committee produced a very helpful report and we are pleased to advise that 
many of its recommendations have been implemented. Details appear elsewhere 
in this Report. 

During the year the Commission made 21,370 new appointments, this figure 
being almost identical with the number for 1958, 21,344. On the whole, however, 
it was somewhat more difficult to recruit suitable personnel this year. This is 
reflected in the fact that we conducted 4,750 open competitions in 1959 as com- 
pared with 4,041 in 1958, an increase of 709 or 17.5 per cent. Some of this 
increase is explained by the need to staff a number of new agencies and by a 
reduction in the number of continuing competitions, through which several 
vacancies are filled from the one eligible list. Some, however, is also attributable 
to the need for re-advertising in classes where shortages occur. The separation rate 
increased slightly from 12.1 to 12.8 per cent. 

Among the 4,750 open competitions were 535 Canada-wide competitions 
(as compared with 401 in 1958) and 4,115 local competitions (as compared with 
3,630 in 1958). Local competitions are competitions which are restricted to 
residents of a specific area. Nearly 20,000 of the 21,370 new appointments were 
to continuing positions, the remainder to summer and seasonal posts. Over three 
quarters of the 20,000 continuing appointments are explained by separations 
from the service. The others were caused by the introduction of new agencies 
and the expansion of existing activities. Male appointments numbered 11,809, 
female, 9,561. The recruiting situation is described in detail in the section on 
Personnel Selection. 

At present, there are about 199,000 employees in federal government 
employment. This figure is down about a thousand from 1958. Of the 199,000, 
about 140,000 are subject to the Civil Service Act, all of them classified employees, 
except for a relatively small number in prevailing rate classes. The greatest con- 
centration of public service employees are to be found in the Ottawa-Hull area, 
Montreal and Toronto. Women make up slightly over a quarter of the public 
service. Statistics on the various categories of civil servants and their geographical 
distribution may be found in Appendix B and Appendix C. 
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During the year the Commission gave its approval to a new plan of organiza- 
tion, commenced a thorough appraisal of its entire staff and launched an inter- 
departmental promotion competition to bring its officer establishment up to 
strength. These steps were prompted, in part, by the forecast introduction of a new 
Civil Service Act. They are described in the section dealing with the administration 
of the Commission. 


REPORT OF STANDING COMMITTEE ON ESTIMATES 


The principal features of the Committee recommendations are set out below, 
together with an indication of the action taken or contemplated. Where no action 
has been taken, the reasons are given. The recommendations follow the same order 
as in the Report. 


Recruitment of Personnel 

(a) The Committee felt that “greater emphasis should be placed on the 
qualities of experience and stability to be found in the more mature candidates”. 
They believed, too, that some examinations were “so devised as to favour younger 
candidates”. In making these points the Committee recognized, however, that 
“for certain positions it may be considered advisable to recruit employees from 
younger age groups”. 

When the Commissioners appeared before the Committee there were no 
recent statistics on the appointment of older workers. Two surveys have now been 
completed, one which indicates that older workers receive a good proportion of 
government positions and the other that, generally speaking, mature persons do 
as well on examinations as younger people. 

The first survey revealed that some 4,000 of the 20,000 new appointments 
made in 1958, about twenty per cent, went to persons over forty years of age. 
Of these, 1,100 were over fifty years old. Short-term summer appointments for 
university students were excluded from the survey. 

While encouraged by these figures the Commission believes they might 
have been higher were it not for the fact that most women over forty are married 
and not seeking employment and that most men over forty are satisfactorily 
situated elsewhere and not seeking a change. Another consideration is that the 
civil service tends to recruit at the bottom and promote from within, with the 
consequence that commencing salaries are not always attractive to the older 
worker. 

To determine how older workers compared with younger workers on written 
examinations, the Commission made a detailed study of one competition which 
attracted a large number of people in various age groups. This revealed that older 
people received marks which were comparable to those for young people. It 
would seem, therefore, that given roughly the same educational standards and 
intelligence in the two groups, one does as well as the other. 

It should be noted that there are now few age limits for entrance to the civil 
service. Those which once applied to clerks and other large groups were abolished 
some years ago. Those which remain apply to training classes, such as the lowest 
grades of foreign service officer and classes where physical fitness is of prime 
importance, such as firefighter. Following consideration of the Committee’s recom- 
mendation even the need for these was reviewed and it may be expected no new 
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age limits will be imposed without the most compelling reasons. The Commission 
is fully cognizant of the fact that the civil service should set an example in the 
employment of the older worker. 

(b) The Committee recommended that “the Commission encourage public 
officials and other leading citizens to submit character references on behalf of 
candidates”. 

The application form is being re-printed to make it clear that such 
character references will be welcomed by the Commission. 

(c) It was the view of the Committee that unsuccessful candidates should 
be provided, on request, with an analysis of their examination results so that they 
“may take the necessary steps to improve their efficiency thereby enabling them 
to compete with more success in future competitions”. 

The Commission will supply an unsuccessful candidate with the results of 
his own examination if he so desires. It is not considered desirable, however, to 
communicate information which may reflect upon candidates other than those 
making the inquiry. 

(d) The Committee noted that “in the event that a competition has been 
constructed or ‘tailor-made’ for an individual applicant, the Commission calls for 
a new competition and refers the incident to the officials of the department con- 
cerned”. The Committee did not believe that this was “severe enough” and recom- 
mended that the “section of the Civil Service Act dealing with irregularities in 
examinations and appointments be strengthened so as to provide some form of 
disciplinary action in this regard”. 

The Commission doubts that such exceptional measures are necessary. Quite 
often a charge that a competition is “tailor-made” stems from a candidate who 
finds it difficult to accept the fact that he is not necessarily the best person for a 
particular post. On investigation, we find that very few such charges can be sub- 
stantiated. The Commission will, of course, continue its vigilance and take cor- 
rective action wherever this is warranted. A more effective application of appeals 
procedure should provide all the safeguards that are needed in this area. 


Application Form 


The Committee drew attention to the following question on the application 
form: Have you ever been charged with offences other than minor traffic violations? 
They noted that “an applicant registering in the affirmative to this question, may 
have been charged with an offence but subsequently acquitted”. In view of this 
they thought the question should be changed so that only convictions need be 
recorded. 

The Commission is in complete agreement with this recommendation and has 
directed that the word “convicted” be substituted for the word “charged” on all 
re-prints of the application form. 


Departmental Ratings 


It was the opinion of the Committee “that a standard rating form should be 
adopted throughout the entire Civil Service” and that an employee should attest 
“that he has been informed of his rating and has discussed it with an officer of his 
department”. 
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The Commission has set up an inter-departmental committee to study all 
aspects of employee rating, including rating forms. While most departments now 
use the form which was issued by the Commission three years ago, some claim 
that it is not flexible enough to meet their varying needs. The committee hopes to 
be able to overcome objections by developing a form or forms which will be 
acceptable to all. One problem is that the criteria which should be applied to 
scientists or research personnel are not necessarily the same as those for office 
workers. Perhaps there is a place for two or more forms for various groups of 
employees. 

It is difficult, however, to get general recognition of the principle that all 
employees should be advised of their ratings. While several departments have com- 
plied with Commission requests that post-rating interviews be conducted with 
appropriate counselling, there are still many areas where this is not done and many 
employees complain that they have never been given any indication of the depart- 
ment’s appraisal of their services. This is not, however, a matter over which the 
Commission has authority and consequently it can only use the arts of persuasion. 


Nepotism Within a Department 


The Committee noted that while the Commission had “no firm ruling which 
would prevent a department from employing several members from the same 
family” certain departments had taken the initiative in “discouraging such a 
practice”. The Committee concurred in this action but thought there was a place 
for a regulation which would “discourage nepotism in the public service”. 

While the Commission believes there are very few abuses in this area, it has 
instructed its officers to be on the alert for any evidence of improper practice 
including nepotism or undue favouritism of any kind. As the Committee was no 
doubt aware there are some occasions when the employment of two members of 
the same family in the same department may be in the public interest. This is 
particularly so in small communities where, because of a shortage of say steno- 
graphic or nursing talent, failure to employ the wife or daughter of an employee 
might mean that essential posts would remain unfilled. The Commission agrees, 
however, that these are the exceptions to the rule and shares the view that, 
generally speaking, such situations should be avoided. 


Departmental Competitions 


The Committee reviewed the responsibility of personnel officers within a 
department and their influence in departmental competitions for promotion and 
observed that “in the interest of assuring impartiality and to avoid the possibility of 
favouritism, personnel officers should be rotated frequently between departments”’. 

This recommendation touched on a matter which the Commission had been 
considering for some time. It was thought there might be some merit in placing 
departmental personnel officers on the staff of the Commission and have them 
report to it on all matters which concerned the Commission and to the deputy 
minister on all matters which were the exclusive concern of the departments. In 
order to ascertain whether the scheme was feasible the Commission arranged, 
through the co-operation of the Department of Citizenship and Immigration, to 
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assign one of its officers as chief of personnel for that department. He was accom- 
panied by another Commission officer to assist with organization and classification 
matters. This experiment has not yet been completed but results to date have 
been most encouraging. 

If the scheme proves to be practical, it would permit the Commission to adopt 
the rotation policy favoured by the Committee. It would also enable the Commission 
to scrutinize more closely the 5,000 or more promotion competitions which are 
conducted by the departments each year. These, of course, are now subject to 
audit by and appeal to the Commission but if Commission officers were attached 
to departments as directors of personnel there would be a more consistent practice 
and pattern throughout the civil service. Presently all chiefs of personnel, with 
the exception noted above, are members of the departments they serve which makes 
rotation difficult. In the meantime, as an interim measure, the Commission is 
opening up senior personnel posts which fall vacant to inter-departmental competi- 
tion and this has tended to bring about some movement from department to 
department. 

The Commission greatly appreciates the co-operation of the Department of 
Citizenship and Immigration. Its officers were most understanding when the current 
experiment was first broached and have contributed greatly to its early success. 
A similar measure of co-operation will, of course, be required from other depart- 
ments if the expansion of the scheme proves to be warranted. 


Delay in Filling Vacancies 


The Committee observed that “positions on occasion remain vacant for lengthy 
periods despite an apparent attempt by the Commission to fill the vacancy” and 
noted that this might “encourage the pre-selection of certain applicants without 
regard to the usual procedure required by open competition”. Because of this 
possibility, the Committee recommended that “there should be no undue delay 
in the calling of a competition to fill a vacancy in a required establishment”. 

Following receipt of this recommendation, the Commission took steps which 
will enable it to exercise a more careful control over initial departmental appoint- 
ments without the usual open competition, known colloquially as “local selections”. 
Departments are allowed to make such appointments when there is an urgent need 
and the Commission does not have qualified people immediately available. In 
future, subject to the provisions of a new Civil Service Act, the persons so appointed 
will be notified that their continued employment will be contingent on their qualifica- 
tion in a formal competition to be held shortly and that if they do not succeed they 
will be replaced. Indeed, they may be replaced even if they do succeed, if there are 
higher ranking candidates available and not sufficient vacancies to absorb all those 
on the eligible list. This procedure will protect the merit system and at the same 
time be fair to those “locally selected” since they will know in advance the condi- 
tions of their employment. 


Appeals and Appeal Boards 
(a) The Committee held the opinion that an appeal should be considered a 
“judicial process” and that ‘“‘an appellant should not be discouraged from retaining 
legal counsel when appearing before an Appeal Board”. 
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The Commission has directed that an appellant may be represented by counsel 
or other agent if he so desires. 


(b) The Committee noted that an appellant may elect, as his representative, 
a Civil Service Staff Association and that this representative would sit as both 
judge and counsel during the course of the appeal. The Committee acknowledged 
that “the Commission has itself suggested an improvement of this system and we 
therefore recommend that this anomaly be removed at the earliest possible date”’. 

As the Committee indicated, the Commission is considering a number of 
proposals to improve and strengthen the appeals system but thought it well to 
defer action until new civil service legislation is approved. The combination of 
judge and advocate is an anomaly which we are sure can be overcome. 


(c) The Committee recommended “that the Staff Associations should provide 
a panel of advocates from which the appellant may be entitled to select his 
personal counsel”. This recommendation followed the observation that under the 
present system “the employee may only choose a staff association as his counsel 
and is therefore denied a selection as to the individual who will represent him”. 

The Commission fully endorses the principle underlying this recommendation. 


(d) The Committee recommended that “the officials appointed to act on an 
appeal board should be senior to the members of the original examining board”. 

A few weeks after the receipt of this recommendation the Commission issued 
a circular letter to departments which read, in part: 


“The Commission notes that in nominating departmental repre- 
sentatives to serve on Appeal Boards departments have, in some instances, 
detailed officers who were junior in rank to or subordinate to members 
of the original Examining Board and this has, on occasion, given rise 
to criticism and embarrassment. It is considered that this practice is 
indefensible and the Commission requests that officers senior to those 
sitting on the Board of first instance be held in reserve for duty in the 
event of an appeal. 

“It is realized that in examining for senior positions, only the senior 
officials of a department may be in a position to assess the candidates. 
Under such circumstances, Deputy Heads have, on occasion, arranged to 
have appropriate officials from other departments represent them on 
Appeal Boards and this arrangement has worked well”. 


(e) The Committee believed that, under certain circumstances, unsuccessful 
candidates were apprehensive in registering an appeal and that this “results from 
alleged discriminatory action against the appellant on a subsequent occasion”. The 
Committee, while acknowledging that there was no evidence to suggest the degree 
to which such a situation may exist, asked the Commission “to reassure every 
appellant of his complete freedom against any such discrimination”. 

In response to this request, the Commission issued a circular letter to depart- 
ments which contained the following: 


“There is recurring evidence that unsuccessful candidates in vari- 
ous parts of the service, who feel they have legitimate grounds for 
complaint, have refrained from appealing or are apprehensive about 
filing appeals for fear of subsequent discrimination and reprisal. This 
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creates an unhealthy atmosphere which, it is felt, can only be dissipated 
with the full co-operation of all departments. The Commission accord- 
ingly urges Deputy Heads to make it known clearly to all staff that such 
discriminatory action will not be tolerated”. 


Temporary Status 


The Committee noted that temporary civil servants continue to be numbered 
in the thousands and recommended that “every effort should be made to reclassify 
those entitled to qualify under the regulations, so as to provide some assurance 
of employment stability to the individuals concerned”. 

While virtually all the distinctions which once obtained between so-called 
temporary and permanent employees have been removed the Commission recog- 
nizes the desirability of placing all on the same footing. With this in mind, it 
hopes to prepare in 1960 a list of all satisfactory employees who lack an assured 
status and take steps to regularize their employment so that, when the new Act 
comes into force, all employees who are in positions of a continuing nature will 
be subject to the same terms and conditions of employment. 


Organization and Methods Division 


The Committee made three recommendations with respect to the Organiza- 
tion and Methods Division of the Commission. 

First, it noted that this Division only enters a department on invitation and 
expressed the view, that, in addition, “surveys should be initiated by the Com- 
mission thus maintaining some assessment of those departments who are reluctant 
to invite such an examination”. At present, the Commission does not have the 
authority to act on this proposal but it might be recalled that the Commission’s 
Report on Personnel Administration suggested a periodic survey of every govern- 
ment department. This would be somewhat akin to an organization and methods 
study. 

Secondly, the Committee advanced the opinion that general recommenda- 
tions arising from the survey of departments “should be submitted to Parliament, 
so that it may be determined whether or not the recommendations have been 
acted upon”. This, of course, is a matter for Parliament to decide. In the Report 
on Personnel Administration it was suggested that the reports ensuing from the 
periodic inspections described above should be submitted to the Governor in 
Council as well as the department concerned, for any action deemed appropriate. 

Thirdly, the Committee, while recognizing the useful function of the Organi- 
zation and Methods Division, recommended that Parliament “give consideration 
to the appointment of independent consultants who will be authorized to analyze 
such matters as the administrative capabilities of the Commission, procedural 
methods and the general growth trend of the public service of Canada”. This is 
not a matter on which it would be proper for the Commission to comment. We 
can say, however, that we shall welcome any investigation by such persons and 
will give them our full co-operation. 


Conclusion 


In its concluding remarks the Committee drew attention to the following 
paragraph in the initial statement of one of the Commissioners: “It seems to us 
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that the Commission’s greatest problem in the administration of the Act of 1918 
has been to function in such a manner as to meet administrative needs for flexi- 
bility, and at the same time to ensure a career service based on the merit principle 
as provided for by law”. 

While concurring in this sentiment, the Committee could not agree that “the 
administrative needs or any other consideration designed to produce flexibility 
should provide cause for any basic deviation from the principle of the merit 
system”. No basic deviation is contemplated. 


PERSONNEL SELECTION 


Staffing New Agencies 


In 1959 the Commission recruited staff for a number of new agencies. Among 
these were the National Parole Board, the Emergency Measures Organization, the 
Board of Broadcast Governors and the National Energy Board. Both open and 
promotion competitions were used and, on the whole, we had good success in 
bringing their establishments up to strength despite the fact that a number of 
positions called for highly specialized backgrounds. In some cases, there were 
local positions to be filled as well as those at headquarters. 

It was also necessary to obtain some 400 seasonal employees for the Taxa- 
tion Division of the Department of National Revenue. They were required to 
man a new section in Ottawa which is designed to centralize and mechanize the 
annual processing of the income tax returns of wage earners. Because of the large 
number required, and in order to ascertain how many might be available in the 
event this unit had to be expanded later, special advertising in the form of an 
announcement to all householders in the Ottawa area was used. 


Recruiting Situation 


At the entrance levels for office workers, there was, generally speaking, 
little difficulty in attracting clerks and typists. Stenographers, however, remained 
in short supply. Trained office equipment operators were also difficult to recruit. 
The growing use of business machines is responsible for this shortage. In order to 
reduce it many junior operators were appointed for on-the-job training in 
departments. 

At the professional level there were several shortage areas, notably in the 
fields of dietetics, home economics, physiotherapy, occupational therapy, 
psychology and nursing. Nursing classes received a salary adjustment late in the 
year and this may ease recruiting. Intermediate and senior positions involving 
scientific research or technical administration also posed a problem, particularly 
those requiring a knowledge of electronics or communications. 

The Commission conducted two recruiting campaigns in the United 
Kingdom, one for marine engineers for the Department of Transport and the 
other for veterinarians for the Department of Agriculture. Both met with good 
success. They were undertaken after it was established that the positions could not 
be filled in Canada. 
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University Recruiting 


As has been the case for some years, our university recruiting programme 
was quite successful. Our need for graduates remained fairly constant at about 
600 and while the response was down slightly from 1958, the quality of applicants 
remained at an encouragingly high level. Consequently, we expect to be able to 
fill most positions without difficulty. The Government renewed the authority, 
which has been granted in recent years, to assist new appointees with their travel 
expenses to the place of employment and this will help appreciably. 

The number of graduating students and young graduates trying the general 
examination for administrative classes, 780, was ten per cent less than the 
previous year. From these about 130 will be selected for assignment to such 
classes as Foreign Service Officer, Junior Administrative Officer, Finance Officer, 
Economist, Statistician, Customs Appraiser, Archivist and Civil Service Com- 
mission Officer. 

Another 625 graduating students in civil, electrical and mechanical engineer- 
ing competed for some 80 positions in these fields. In this case, the number of 
applicants was slightly higher than in 1958. This was expected since the number 
of graduating students in these three areas had increased considerably. Appoint- 
ments will be made at the end of the university year next spring. 

We also expect to fill some 75 junior positions in the technical research 
fields. In past years, recruiting for these was difficult so a new technique was 
adopted. All related research needs were combined in the one programme, 
brochures and circulars were prepared describing the positions and facilities, 
briefing conferences were held for the recruiting teams and, wherever possible, 
direct contact was made with the students. Information was obtained on the 
studies, marks, thesis and research potential of each candidate. Those selected for 
appointment will receive a detailed description of the position or positions which 
are open to them and the opportunities for progress and self-development. All 
indications point to the most successful programme in this field to date. 

Despite the general success of the university campaign, it was again impossible 
to fill all departmental needs in the fields of meteorology, social work, library 
science, bacteriology, veterinary medicine and certain specialties in agricultural 
science. Although a number of appointments were made in each of these classes, 
it is doubtful that the shortages will be overcome entirely until such time as more 
young people enter these professions. There are not enough graduates to meet the 
public and private demands for their services. 

To improve the situation in the Meteorological Service, the Commission con- 
tinued the practice of hiring pass graduates with special training in mathematics 
and physics for appointment as meteorological officers. Some of these eventually 
go on to obtain honours degrees, at which time they may become fully-qualified 
meteorologists. 


Summer Employment 
Over a thousand graduate and under-graduate students were hired for summer 
employment. Most were drawn from the faculties of engineering, geology, agricul- 
ture and forestry. Many will work on survey parties and field studies. While 
this type of employment is designed to meet certain seasonal requirements, many 
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students enjoy their experience so much they return to the civil service on gradua- 
tion. Under-graduates were offered $245 to $305 a month depending on the 
amount of university training they had and related experience. Post-graduate 
students received more than that. A number of seasonal customs positions in the 
Customs and Excise Division of National Revenue were also filled by university 
students. 


Decentralization of Procedures 

Late in the year the Commission gave authority to its district offices to 
complete competitions in the field and to issue certificates of appointment. This 
will enable the Commission to give a quicker, more efficient service to departments. 
Previously, competition reports had to come to headquarters for approval and 
issuance of the certificates. In preparation for the change, courses were conducted 
in Halifax, Montreal, Toronto and Edmonton, at which all field officers were 
present. 


Promotion Competitions 

During the year, 6,075 promotion competitions were held. Of this number, 
5,808 were intra-departmental competitions and 267 inter-departmental. The total, 
6,075 is the highest in the Commission’s experience and almost 1,100 higher than 
in 1958. Inter-departmental competitions are conducted by the Commission and 
intra-departmental competitions by the departments concerned, subject to review 
by and appeal to the Commission. 

The larger departments had, of course, the largest number of promotion com- 
petitions with 1,133 in the Unemployment Insurance Commission, 809 in the Post 
Office, 639 in National Defence and 628 in Transport. 

The number of inter-departmental promotion competitions, 267, is one third 
greater than in the previous year and while this is desirable the Commission would 
welcome a greater development of this device. These competitions widen the 
opportunities for promising employees and reduce the danger of “in-breeding” in 
those departments where there is perhaps too much tendency to promote from 
within. The Commission hopes to conduct more inter-departmental competitions as 
it acquires and trains new staff. 


Construction of Tests 

During the year the section concerned with research and test construction 
prepared 69 new papers and continued its validation studies on the tests now in use. 
One project, indicative of the times, was to prepare a written examination to assist 
in the selection of suitable personnel for the operation of electronic data processing 
equipment. Several departments sought the guidance of the section in the prepara- 
tion of written examinations for use in promotion competitions. The number of 
_ departmental requests for such assistance has been growing yearly and the Com- 
mission is pleased to comply with them. 


Staff Turnover 
In 1959, the separation rate in the civil service was 12.8 per cent as compared 
with 12.1 per cent in 1958. Excluding summer and seasonal appointments, the 
number of separations in 1959 was 18,124 as compared with 16,940 the previous 
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year, an increase of 1,184. Despite the increase, however, the separation rate in 
the civil service compares favourably with other large jurisdictions and is only a 
fraction of that for business and industry in general. It is also below the 14 per cent 
separation rate for 1957. 

It should be noted that only about half of all separations are for voluntary 
or controllable reasons. The other half arise from such causes as death, retirement, 
ill health or termination of work. There was, however, some evidence that a greater 
number left the civil service to seek employment elsewhere than was the case 
in 1958. 


APPEAL PROCEEDINGS 


During 1959, 620 appeals were registered in 440 promotion competitions. In 
addition, there were 130 appeals in 86 competitions carried over from 1958, bring- 
ing the number dealt with during the year to 750. Of these 24 were sustained, 431 
were disallowed, 53 were withdrawn, 46 were closed by other means, for example, 
through a change in the circumstances of the appellant, and 196 were carried over 
to 1960 pending re-examination of candidates or further investigation. Many of the 
latter were received late in the year. 

The number of sustained appeals, 24, represents about 4.3 per cent of those 
heard and completed. It should be noted, however, that an appeal is shown as 
sustained only if the appellant is given the position or standing for which he or she 
has appealed. In another group of 103 appeals, involving 50 competitions, investi- 
gations revealed deficiencies in the examinations or other irregularities which led 
to re-examination by new boards. In these cases, it does not follow that the 103 
employees who lodged the appeals will necessarily succeed in the re-examination but 
it does mean that they will be re-considered under independent auspices. Quite 
often, this is ail they desire. This is a side of the appeal machinery which is some- 
times forgotten when assessing its undoubted value. 

In 1959, about 7.2 per cent of all promotion competitions were appealed. 
This compares with 7.8 per cent in 1958 and a ten year average of 7.7 per cent. 
Over half of the competitions were conducted in four large departments and the 
same four produced over half of the appeals. They were the Unemployment 
Insurance Commission with 115 appeals, Post Office with 98, Transport with 93 
and National Defence with 85. Since most competitions are for relatively junior 
positions most appeals emanate from that level, but a number were also lodged 
against intermediate and senior appointments. Among these were 78 in the 
administrative classes and 30 in the professional classes. 

The services of the Commission’s district offices were used extensively in the 
local investigation and hearing of appeals. This reduces travel costs and permits 
more expeditious settlement. Locally-heard appeals numbered 147. Of these 33 
were chaired by appeals officers who travelled from headquarters and 114 by the 
Commission’s district personnel. Wherever investigation revealed situations requir- 
ing corrective action such matters were immediately taken up with the appropriate 
departmental officers. 

In 1959, 1,090 employees in twenty-three departments were denied their 
annual increases and of these 34 registered appeals. Six were sustained, eighteen 
were disallowed, four were withdrawn and six were carried over to 1960. Each 
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year since 1955 the number of employees denied annual increases has dropped. 
In 1955 the figure was 1,811 as compared with 1,090 in 1959. This may indicate, 
in part, a growing willingness in the departments to release new personnel who, in 
their probationary period, do not demonstrate that they are likely to become 
efficient employees. 


CLASSIFICATION AND COMPENSATION 


Review of Estimates 


Late in 1959, staff requirements for 1960-61 were examined by “establish- 
ment review committees” in conjunction with the preparation of departmental main 
estimates. These committees include a Commission classification officer as chair- 
man, a departmental administrative or personnel officer, and a representative of 
the Treasury Board. 

Following these deliberations a total of 142,991 continuing positions were 
approved for 1960-61. This was a net increase of 2,995 over the previous year. 
During the studies, 446 positions were deleted from existing establishments and 
1,381 positions requested by the departments were, after careful study, not included 
in the establishments. The committees also recommended 7,417 changes in classifi- 
cation of positions, many of which were subject to review at a later date. 

In addition to the changes in the main estimates, there were a number of 
other changes as a result of the creation of new branches or units within depart- 
ments or of new boards such as the Board of Broadcast Governors and the National 
Energy Board. Following separate reports on these matters to Treasury Board, 438 
continuing and 48 non-continuing positions were added to establishments and 232 
were deleted. 

During the year the Commission also studied in detail recommendations for 
the reclassification of “subject to review” positions which were contained in the 
main and supplementary estimates for the current year, 1959-60. 


Position Classification 


The Commission is constantly trying to improve its classification standards and 
for this purpose has a small unit which studies such matters as job evaluation, salary 
scales, working conditions and supplementary benefits. In order to make as much 
progress as possible an attempt is being made to combine the knowledge of depart- 
mental officials, who are expert in certain fields, with that of Commission officers 
who are skilled in the development and writing of standards. With the departments 
providing these experts on a short-term loan basis, it is possible to develop 
improved standards for many more classes than would otherwise be the case. During 
the year, new standards were published for a number of classes and about sixty 
more are under review. A major study was the development of a new salary and 
classification plan covering the employment and insurance functions in the Unem- 
ployment Insurance Commission. 

In 1959, 57 new classes were established and 33 abolished. Changes in class 
title, accompanied in some cases by minor changes in compensation, numbered 130. 
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Salary Recommendations 


In early summer, the Commission submitted salary recommendations to the 
Treasury Board covering most classes in the civil service. No action was taken 
on these recommendations. However, a number of adjustments were granted on 
the basis of separate recommendations, notably for 1,600 office equipment opera- 
tors, 1,600 employees in the nursing classes, and 1,400 craftsmen of various kinds. 


PAY RESEARCH 


The Pay Research Bureau was created in 1957 to provide comparative data 
on compensation and working conditions in government, business, industry, and 
the professions. In May, 1959 the Bureau presented a report on the general salary 
situation which included general statistical data relating to employment, hours of 
work and earnings in the non-agricultural sectors of the national economy. In 
addition, there was information on rates of pay for office, operating and main- 
tenance classes, as well as for employees in certain engineering, scientific and 
technical classes. This information was based on a comparison of duties and 
responsibilities of employees in private business with those of employees in the 
civil service. 

During 1959, the Bureau also completed studies of salaries paid to uni- 
versity professors and to hospital employees. At the end of the year, reports were 
nearing completion on certain other classes, including meteorologists, veterinarians, 
translators, and classes connected with the accounting and auditing fields. 

To a large extent, information for these studies was gathered on the basis 
of field surveys carried out by staff of the Bureau through visits to private firms, 
universities and hospitals. The excellent co-operation received at all levels was 
greatly appreciated and contributed materially to the usefulness of these surveys. 

In conducting its studies, the Bureau makes the fullest possible use of 
information collected on a regular basis by other agencies of the Canadian Govern- 
ment, such as the Department of Labour and the Dominion Bureau of Statistics. 
With both these groups the Bureau works very closely in order to avoid duplica- 
tion of effort wherever possible. 

The Advisory Committee on Pay Research, chaired by a Commissioner and 
comprising representatives from the staff associations, Treasury Board and depart- 
ments, held ten meetings during the year. This Committee advises the Commission 
on areas and classes for which research should be undertaken, on the distribu- 
tion of reports and on other matters relating to techniques of pay research. 


ORGANIZATION AND METHODS 


Purpose and Growth 
The Organization and Methods Division was formed in 1948 to provide a 
management consulting service for the federal government. In the past twelve 
years it has completed over 450 surveys in thirty departments and agencies. Some 
have been inter-departmental in character, covering activities which are common 

to several departments. 
In 1959, the Organization and Methods Division completed 32 major surveys 
and a number of others were in progress at the close of the year. The 21 officers 
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in this section are equipped to give advice on virtually all aspects of administra- 
tion ranging from simple matters like forms design to complex problems having 
to do with the re-organization of an entire division or branch. 

Savings from this activity can never be precisely calculated. Some recom- 
mendations may simply lead to a better way of doing things without a significant 
change in the cost. There are, however, many savings which can be measured 
and the total of these far exceed the expense involved in providing the service. 
A very high percentage of all recommendations is acted upon. 


Specialized Services 

Because of the important part electronic computers are now playing and 
will play in the future, an electronics unit was introduced in 1956. Its purpose is 
to handle requests from departments for information and training on electronic 
data processing. Officers in this unit are specialists in electronics and systems 
analysis. The unit works in close co-operation with the Inter-Departmental Elec- 
tronics Committee, for which it has already conducted a number of studies. 

Another unit provides advice on office machines and their application. 
Contact is maintained with manufacturers to keep abreast of new equipment. 
Demonstrations and tests are arranged frequently. A monthly bulletin carrying 
descriptions of the latest developments in office machines, as well as articles on 
new procedures and methods, is prepared and circulated throughout departments. 

Some of the experience gained over the years has been consolidated in 
convenient reference manuals for the use of administrative officers. The manuals 
published to date are: Forms Design and Control, Filing Services, Office Layout, 
Transcribing and Typing Services. An index of books and periodicals dealing with 
various aspects of organization and administration is also maintained for ready 
reference. 

The kind of training required by those engaged in organization and methods 
work in the civil service is not available from outside sources. Therefore, to meet 
the needs of new recruits, as well as officers from departments which have their 
own small organization and methods units, an intensive three week course has 
been devised, followed by “on-the-job” training schemes. Courses are arranged as 
needed. Special courses have also been organized for visitors from foreign 
countries. Within the past few years, nearly forty countries have sent representa- 
tives to these, an indication of the interest aroused by the Organization and 
Methods Division abroad. 


TRAINING AND DEVELOPMENT 


Courses in Public Administration 

As in previous years, the Commission conducted courses in public administra- 
tion for junior, intermediate and senior officers at headquarters. In addition, four 
regional courses were held for field officers in Nova Scotia, Quebec, Southern 
Ontario and Alberta. Total enrolment was 252. Forty-two officers attended the 
central course for senior personnel at the Kemptville Agricultural School, including 
two from provincial governments and two from countries participating in the 
Colombo Plan. 
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Secretarial and Other Courses 


In 1959, fifty employees attended junior secretarial courses, about 450 were 
given refesher courses in shorthand and typing and forty more were enrolled for a 
complete stenographic course at the Ottawa High School of Commerce. In the 
latter case, participants paid a nominal fee for instruction which was divided 
equally between “on duty” and “off duty” hours. The purpose of this training is 
to alleviate the persistent shortage of stenographers. Another 2,000 civil servants 
took the correspondence course in office management. 


District Training 

The Commission is gradually extending its training facilities to the field and 
in 1959 arranged workshops and study groups for district personnel in various 
classes, among them, personnel officers, staff training officers and supervisors of 
stenographic pools. Courses were held in Alberta, British Columbia and the North- 
west Territories. It is hoped, in time, to provide training opportunities for field 
personnel comparable to those at headquarters. With four fifths of the civil service 
outside Ottawa the need is apparent. Such training will have to be specially adapted 
to the requirements of field employees since frequently their problems are quite 
different to those at headquarters. 


Foreign Visitors 
During the year the Commission received 127 visitors from thirteen countries. 
Most of them came under the auspices of the Colombo Plan and the United Nations. 
All were studying various aspects of public and personnel administration. The 
majority came for a week or less, a few were here six months to a year. The groups 
ranged in size from three to twenty. In addition there were a number of brief con- 
tacts with students from other lands who were studying at local universities. 


Educational Leave 

Quite often it is not possible to provide, within the civil service, the kind of 
training required for various positions. In this case educational leave may be 
granted without pay, with half pay or with full pay. Employees may be sent to 
educational institutions, technical and professional institutes, management 
associations, the armed forces or to industry. 

It is the responsibility of the Commission to pass upon departmental requests 
for such leave and to make recommendations to the Treasury Board when expendi- 
ture of public funds is involved. To do this, it must assess the need for the training, 
decide where it can best be obtained and satisfy itself that the most suitable 
employees are selected. In order that practices may be consistent throughout the 
civil service, the Commission works closely with officials of the National Research 
Council and the Defence Research Board, neither of which is subject to the 
Civil Service Act. 

The purposes for which educational leave is granted are numerous and may 
have to do with such varied matters as electronic aeronautical aids, multiple 
digital computers, punched card operations and real estate appraisal. In other cases 
employees may be sent to universities to improve their skills or add to their 
knowledge, for example, in agricultural research. Still others may be selected for 
post-graduate training after it has been ascertained that qualified personnel cannot 
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be obtained through open competition. In recent years, too, there has been a grow- 
ing need to send scientific personnel on refresher courses so that they can keep 
abreast of technological developments. In some of these fields advances have been 
so rapid employees might otherwise fall behind in their technical competence. 

In 1959, 195 employees were sent to universities, 49 without pay, 105 with 
half pay and 41 with full pay. Of those on full pay, 34 were absent for less than 
three months. Another 468 obtained instruction from sources other than a 
university. Most of these courses lasted two weeks or less. Some thirteen depart- 
ments participated in the educational leave programme. 


Library Services 


The Commission library expanded its holdings with a view to building up a 
good collection of material on public and personnel administration. A library bul- 
letin was introduced and this has greatly increased the number of requests for 
books and periodicals, in the departments as well as the Commission. About three 
hundred volumes are currently on loan. From time to time, small collections are 
sent out for use on district training courses. 


SUGGESTION AWARD PLAN 


The year 1959 was the eighth in which employees have been contributing to 
the efficiency of their departments through the Suggestion Award Plan. This year, 
850 awards were granted, amounting to $33,000. Savings resulting from these 
suggestions were estimated at $735,000, about $85,000 more than was the case 
im LOS8; 

During the year the Suggestion Award Board asked the Commission’s 
Organization and Methods Division to examine procedures followed in the various 
departments and agencies in dealing with suggestions. A comprehensive report 
was submitted and a number of changes are contemplated, some of which are 
designed to give more authority to the departments in the administration of the plan. 


NEW REGULATIONS AND PROCEDURES 


Sick Leave 

Through an amendment to the Civil Service Regulations, an employee who 
has exhausted his sick leave may be permitted to anticipate future sick leave 
credits and draw upon them before they are earned up to a maximum of 15 or 18 
days, depending on whether he is on a five or six day week. These credits may not 
be granted, however, unless an employee’s absence has exceeded a continuous 
period of at least three days and they must be replaced before more sick leave is 
given. The advance may only be granted with the approval of the Civil Service 
Commission and there are other safeguards as well to ensure that the privilege is 
not abused. The amendment was recommended by the National Joint Council of 
the Public Service and is intended to reduce hardship for deserving employees in 
the event of prolonged illness. 


Overtime 


Through another amendment to the Regulations, provision was made to pay 
cash for overtime where circumstances make it impossible or inexpedient to grant 
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time off for such overtime during a 12 month period authorized by the Commission 
in consultation with deputy heads. Prior to the change cash payment could only 
be granted for accumulated overtime in excess of 100 hours. If an employee 
wishes he can choose at the end of the twelve month period to transfer his over- 
time credits to sick leave or special leave rather than take a cash payment. 


Summer Hours 


For many years the matter of early closing on hot summer days has been 
a vexed issue in Ottawa and across the country. Several alternatives were tried 
in an effort to introduce some uniformity in practices throughout the service 
none of which was completely successful. In the summer of 1959 a new system 
was adopted which is perhaps the best that can be devised from the point of 
view of both employer and employee. It worked well this year and will be used 
again in 1960. 

Under this system a department is free to vary its summer hours in any 
manner it deems best provided the average work week throughout the year 
conforms to the hours established, which in most cases is 374+ hours. In 1959 
some departments chose to shorten their hours during the summer and lengthen 
them in other months. Other departments worked the normal number of hours 
but started earlier or shortened the noon hour, so that they might leave earlier. 
As a result, nearly all departments had an early closing and consequently there 
was a great reduction in the number of requests for special consideration on very 
warm days. Subject to the conditions described, departments are free to decide 
when the summer season will commence and terminate. If it suits their convenience, 
they may also vary the working hours in different parts of the country. 


ADMINISTRATION OF THE COMMISSION 


Following the presentation to the Government of the Report on Personnel 
Administration, the Commission reviewed its own organization and administration. 
It was felt that a number of changes were needed, particularly with a new Act in 
the offing which might impose new demands on the Commission. 

After a great deal of study, it gave its approval to a new organizational 
structure, quite different from that now existing. Its chief feature is the fact 
that the functions of the two main branches, personnel selection and organization 
and classification, which directly serve departments, will be combined in a 
directorate of operations. This directorate will be responsible, under the Com- 
mission, for the recruitment, selection, placement and promotion of employees 
and the classification of positions. In other words, all the more common personnel 
functions will be centralized and this, in turn, should enable us to give a better, 
quicker service to departments. There will, of course, be other branches to deal 
with appeals, pay research, internal administration and so forth. The Commission 
expects to make the change to the new organization some time in 1960. 

As a preliminary, it launched in mid-year an assessment program covering its 
entire staff of 660. The first step was the appraisal of some 200 officers. This will 
be followed in 1960 by an appraisal of the remaining staff. The purpose of the 
review is to assess the skills, training, aptitudes and interests of each employee 
so that he or she can be placed most effectively in the new organization. In order 
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to ensure objectivity in the assessments personnel officers were loaned by various 
departments to sit with Commission officers on the appraisal boards. The Com- 
mission is most grateful for the assistance of these experts. Senior Commission 
officers were reviewed by the Commissioners themselves. 

When this appraisal programme was launched the Commission had a number 
of vacancies on its establishment. Following the review we were able to ascertain 
which positions could be filled by promotion from within our ranks and which 
could not. Subsequently, to fill the remainder, we conducted a service-wide promo- 
tion competition which attracted well over 700 applicants. From these we expect 
to select about thirty new officers for various branches. A few will also be recruited 
directly from the universities. These additions will bring our officer strength close 
to its full complement. 

Apart from its headquarters in Ottawa the Commission has ten district 
offices and six sub-offices attached to the larger district offices. These field offices 
are concerned almost exclusively with recruitment and selection. During the year 
the Commission moved its New Brunswick district office from Moncton to Saint 
John with a sub-office remaining in Moncton. The Saint John area has a greater 
concentration of federal civil servants and this consideration prompted the move. 
Presently, the Commission has about 510 employees at headquarters and 150 in 
the field. Late in the year the headquarters returned to the Jackson Building from 
Number 1 Temporary Building whence it had gone following the explosion the 
year before. 

In mid-year, the Commission acquired a new Chairman, the Honourable 
Samuel Hughes, Q.C. He succeeded A. D. P. Heeney, Q.C. who was re-appointed 
Ambassador to the United States. 
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NEW APPOINTMENTS BY DEPARTMENTS IN 1959 


War Others 
Department Service Totals 
Preference Males Females 
Ri GN Ee, Se ee eae en een eee ee 49 634 322 1,005 
Atmlransponts Doar qn ss eee ae ete 2 2 3 7 
ATidi¢Or Genera WEA ec ie eae R UR The Ye. | 8 = 9 
Boardiom Broadcast, Governorss..4...5425. 5.055 -506+- = 4 3 7 
Board of Transport Commissioners..................-. I 2 6 9 
Canadian Maritime Commission...................+- = I l 2 
GhrefsElectoralOticess et oon ec. eee — I = | 
@iazenshipyand, |mmiugration.s... 1.52... s5 sass oas: 49 158 177 384 
@iviltService:@ommission ne eee ee 3 24 86 113 
erence mroductionNem te enya herein et 9 54 116 179 
Wommion, Coallboardewre on ee ee = oe 2 2 
ExternaleAthairsep memento enc eee oe set liese 7 63 68 138 
ITE NO ic ak & 75 che CRE ER es me Soe ee 15 175 428 618 
Kishenesa ems Meret. See en noter eh a je 65 51 138 
GovernomGeneralsi@micesyee wee yee a een | = | 2 
InIStinAnce MERE ele ees Cs Gas iekletteclant ese = 9 13 Jip) 
International Joint Commission..................++-- — — 3 3 
AJ tISEICe Weer PEPER ec hn) ah ee this 4 21 45 70 
| LEV eYS OTE 5, 2 ch ee ee aN Se, ee RE OP 3 29 48 80 
Nimesrand shechnicalpournveyseisiia..a see setae 25 637 94 756 
INationalsDelence sen vine. .is 6 done aceon Lie 466 1, 467 2,358 4,291 
INationaljemercvs board ye. ene eee eee == 2 4 6 
National Galleryeeiet a tse os niche gee wane acecart I 3 1] 15 
National ilealthiandawWiellarem =) eee eer 24 160 228 4|2 
National ileibrarymetr ete he eon ees ees == 4 5 9 
National Revenue (Customs and Excise).............. 42 418 124 584 
National Revenue (Taxation Division)................ 30 230 1,891 2,151 
Northern Affairs and National Resources............. 43 421 141 605 
Office of Commissioner of Penitentiaries.............. I -- = | 
Posty Othice Seen area teh meen tes 8c seven tectien aes steiah 512 2,083 701 3,296 
Ostia St clea eae Re ict pete ern eee et een A 20 49 40 109 
rivvE GOUncl see An eee t Me hee he ene Sh Laden sis 2 11 15 28 
PubliceArentv.es meer na Aart ores tess eos oak — 6 2 8 
Pablicserinting and otationerys..2..005 4os06 eo. cc 17 106 78 201 
Public Works....... EIS 6 0 Ee Ee ee 221 564 97 882 
Rovalieanacdiam Viintaseeen een ee ere — 3 4] 44 
REGIA Police eters Sita eke nn. cits oHidd See sioe sae ee 28 179 207 
Secretarvaolaotatene te TAS ee ana varcis « 5 43 58 106 
Harte Oard smeerrene ie ec a cle ste tn ated no tah. _- = | I 
iradesandl@ommerce epee eee ee eee 39 174 220 433 
MErATISPOLL Re a racka tthe Retain tre Ga aay epee 209 963 271 1,443 
Unemployment Insurance Commission................ 114 443 748 1, 305 
Weberaniseatalr Sotto. ci) eet eRe Seeman te aes 301 506 881 1, 688 
SLotal secrete, Cees ee eae Rei epee. Sa 2,238 (a) 9,571 9,561 21, 370 (b) 


Notes: (a) Of this number only 20 were women. Males having the war service preference represented 18.8 per cent 
of all male appointments. 
(b) Includes 1,142 Student Assistants for summer employment. 
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Appendix B 
FEDERAL GOVERNMENT EMPLOYMENT, 1959 


Departmental Branches, Services and Corporations 
Number of Persons Employed 
at September 30, 1959. 


Salaried Employees under Civil Service Act ............ 136,856 
Salaried Employees not under Civil Service Act ...... 14,511 
Salaried Employees Locally Engaged Abroad ..... iia bs) 


Atomic Energy Control Board | 


National Pim BOarGs 6 J) sublicense 3,068 
National Research Council \ 
155,950 
Prevailing Rate Employees=i20. 4a ee 24,633 
Ships’ Oilicers-and "Crews. 2.74.0 ssa gih tag te et 2,869 
183,452 
CAstialssatng OUNCES fee fee aos eee hora ames Re 15,622 
199,074 


Source: Government Employment and Payrolls Section, 
Dominion Bureau of Statistics. 
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Appendix C 


GEOGRAPHICAL DISTRIBUTION OF EMPLOYEES 
BY PROVINCES 


IN Gy EO UIRCL AT] Clereertn es Sern fon 8 aire 2 Pte Rear Be da Doo20) 
PPINCe ELC WaTCTLSIAN peer c oN Met) coud eR ihe 676 
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Note: These breakdowns are based almost exclusively on salaried 
employees under the Civil Service Act. The figures would be 
higher if other salaried employees, prevailing rate employees 
and the like were included but the Bureau of Statistics does not 
yet have complete information on these. 
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Appendix D 


DISTRICT OFFICES OF THE CIVIL SERVICE COMMISSION 


NEWFOUNDLAND DISTRICT OFFICE 


Stott Building, 
123 Water Street, 
St. John’s, Nfid. 
Phone: 7778 


HALIFAX DISTRICT OFFICE 
Ralston Building, 
105 Hollis Street, 
Halifax, N.S. 
Phone: 3-9321 


SAINT JOHN DISTRICT OFFICE 
Post Office Building, 
Canterbury Street, 

Saint John, N.B. 
Phone: OX 3-2769 


MONCTON SUB-OFFICE 
Post Office Building, 
Box 548, 1005 Main Street, 
Moncton, N.B. 
Phone: EV 4-8088 


MONTREAL DISTRICT OFFICE 
685 Cathcart Street, Room 550, 
Montreal, P.Q. 

Phone: UN 1-2731 


QUEBEC SUB-OFFICE 


Corner DuFort and Buade Street, 


P.O. Box 489, 
Quebec, P.Q. 
Phone: LA 2-5225 


OTTAWA DISTRICT OFFICE 
Stephen Building, 
219 Queen Street, 
Ottawa, Ont., 
Phone: 9-6-6128 


TORONTO DISTRICT OFFICE 
25 St. Clair Avenue, East, 
Toronto 7, Ont., 

Phone: WA 4-1471 


LONDON SUB-OFFICE 
388 Dundas Street, 
London, Ont. 
Phone: GE 2-2141 


WINNIPEG DISTRICT OFFICE 
Room 702, Winnipeg General 
Post Office Building, 

266 Graham Avenue, 
Winnipeg 1, Man. 
Phone: WH 3-4468 


REGINA DISTRICT OFFICE 
341 Motherwell Building, 
Victoria Avenue & Rose Street, 
Regina, Sask. 
Phone: LA 2-0289 


SASKATOON SUB-OFFICE 
309-11 London Building, 
Saskatoon, Sask. 

Phone: CH 2-7771 


EDMONTON DISTRICT OFFICE 
Room 767, 
Federal Public Building, 
107 Street & 99 Avenue, 
Edmonton, Alta. 
Phone: GA 4-0251 


CALGARY SUB-OFFICE 
630 Public Building, 
Calgary, Alta. 

Phone: AM 6-3160 


VANCOUVER DISTRICT OFFICE 


Sixth Floor, 

1110 Georgia Street, West, 
Vancouver 5, B.C. 
Phone: MU 1-5251 


VICTORIA SUB-OFFICE 


Room 401, New Federal Building, 


1230 Government Street, 
Victoria, B.C. 
Phone: EV 3-8522 
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To His Excellency Major-General Georges P. Vanier, D.S.O., M.C., C.D., 
Governor General and Commander-in-Chief of Canada. 


May it Please Your Excellency: 


The undersigned has the honour to lay before Your Excellency 
the accompanying report of the Civil Service Commission of Canada for the 
year ending December 31, 1960. 


Respectfully submitted, 


NOEL DORION, 
Secretary of State. 
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OTTAWA, June, 1961. 


The Honourable Noél Dorion, P.C., Q.C., 
Secretary of State for Canada. 


Sir, 

Pursuant to the provisions of subsection 4 of Section 4 of the 
Civil Service Act (R.S. 1952 cap. 48), I have the honour to submit herewith 
the report of the proceedings of the Civil Service Commission of Canada for 
the year ending December 31, 1960. 


I have the honour to be, sir, 


Your obedient servant, 


SAM HUGHES, 
Chairman. 
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INTRODUCTION 


The year 1960 was marked by a number of significant events, the most important 
being the introduction in Parliament of a new Civil Service Bill based largely, although 
not exclusively, on the Civil Service Commission’s Report on Personnel Administration 
which was submitted to the Government late in 1958. This bill, which is intended to 
replace the Civil Service Act of 1918, was held over for re-introduction at the next 
session of Parliament in order to allow more time for discussion of its various pro- 
visions. The Commission, in the meantime, commenced the preparation of draft 
regulations so that these might be ready for study and submission to the Governor 
in Council shortly after the bill is enacted. If changes are made in the bill, the regula- 
tions will, of course, have to be modified accordingly. 


The year was also marked by salary increases for the great majority of civil 
servants under the Civil Service Act, about 130,000 in all. This, the first major revision 
since 1957, was one of the most generous on record and brought increases ranging 
up to $2,500. For most, the increases ranged from 7 to 12 per cent. The revisions were 
approved by the Treasury Board following recommendations from the Commission, 
based on the findings of the Pay Research Bureau. 


During 1960, the Commission conducted 4,939 open competitions, i.e. compe- 
titions which are open to the general public, made 21,410 new appointments, approved 
21,324 promotions, effected 5,103 transfers and issued 792 acting pay certificates for 
employees who were asked to assume additional duties for a temporary period, e.g., 
during the absence of a superior. About three quarters of the new appointments were 
replacements for persons who had left the civil service. 


The year saw the creation of one new department, the Department of Forestry 
which has as its nucleus the former Forestry Branch of the Department of Northern 
Affairs and National Resources and the former Forest Biology Division of the 
Department of Agriculture. A number of functions were also transferred from one 
part of the service to another, with the Board of Grain Commissioners moving from 
the jurisdiction of the Minister of Trade and Commerce to the Minister of Agriculture, 
the Economic and Technical Assistance Branch from the Department of Trade and 
Commerce to the External Aid Office under the Secretary of State for External Affairs 
and the Design Centre from the National Gallery to the Department of Trade and 
Commerce. The Commission assisted with the personnel aspects of these develop- 
ments. 


On the whole, recruiting was easier in 1960 than it was the previous year. The 
most noticeable improvements were in the large entrance classes, such as clerks, and 
at the university graduate level. At present, about ten per cent of all new university 
graduates compete for civil service positions, including a third of all the graduates in 
civil, electrical and mechanical engineering. While the Commission is gratified with 
this response it is mindful of the growing need for well-trained minds and consequently 
it hopes to induce even more of the better students to apply in future years. 
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The Commission is also pleased to report that there has been a one third increase 
in the appointment of older workers, that the separation rate in the civil service has 
been reduced to the lowest point in years, 10.5 per cent, and that as a result of 
departmental surveys by its Management Analysis Division savings in the order of 
$5,500,000 have been made possible. Details on these and other developments will be 
found elsewhere in this Report. 


Late in the year the Commission also effected a major re-organization of its own 
internal structure. This project had two objectives, the first to provide better and 
quicker service for the departments and others who have dealings with it and th 
second, to enable the Commission to cope with the expected requirements of a new 
Act with a minimum of disruption. On the basis of its early experience with the new 
organization, the Commission is confident these objectives will be met. 


RECRUITMENT AND SELECTION 


The Year in Summary 


The year 1960 saw an improvement in the general recruiting situation, with a 
particularly good response in the large entrance classes. For example, a recent Canada- 
wide clerical competition for positions in Ottawa attracted 6,228 applications, this 
being the largest number in several years. In this case, it was necessary to arrange 
examinations in 68 centres across the country. 


Perhaps the salary revision announced during the year was the chief reason for 
the higher response although more extensive advertising and the general state of the 
economy were also contributing factors. 


In all, the Commission received 171,754 applications in 1960, an increase of 
14,362 over the number for 1959, 157,392. This does not include applications filed in 
promotion competitions which are restricted to civil servants, although some of those 
now in the service did compete in competitions open to the general public. Applica- 
tions from civil servants would, however, be a relatively small percentage of the total 
with the majority coming from the public at large. 


Of these 171,754 applications, 61,666 were filed with Commission headquarters, 
mostly in competitions open to the entire country, while 110,088 were filed with our 
district offices in competitions restricted to specific areas. To compete in the latter, 
candidates must ordinarily be resident in the area concerned for at least a year. 


During 1960 the Commission held 4,939 open competitions. The number applying 
in each competition varied from none in the case of some shortage classes to, as 
indicated, over 6,000 in a competition for clerks. The headquarters of the Commission 
conducted 874 of these competitions and the district offices 4,065. 


As a result of these competitions, 21,410 new appointments were made which 
means that about one applicant in every eight (there were 171,754 applicants in all) 
obtained a position. Actually some new appointments in 1960 were made from eligible 
lists established in the previous year. These, however, are offset by the fact that some 
competitions in 1960 will result in appointments next year and therefore the one in 
eight ratio is reasonably accurate. 


In the process of making these selections, the Commission marked 46,880 written 
examinations, conducted 56,611 oral examinations and administered 17,047 typing 
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tests and 8,841 shorthand tests. In Ottawa alone, around 60,000 persons visited our 
public information office and over 50,000 placed telephone calls to this office. Many 
thousands more were in touch with our district offices. 


Shortage Classes 


Despite the fact that the Commission had, on the whole, little difficulty in filling 
most of its positions, it would be misleading to suggest that there are no shortage 
classes. These are still quite numerous, particularly at the professional level, and it is 
not likely that all vacancies will be filled in the near future. For the most part, these 
are classes which are in short supply in private industry as well as government and 
consequently in some of these areas we shall probably have to be content, for some 
time to come, with our fair share of those available. The only other alternative would 
be to pay salaries well in excess of those paid elsewhere but this would not be in 
keeping with the Government’s salary policy. 


In the clerical and related classes, the shortage of stenographers persisted, 
although not in such an acute form as in previous years. Certain types of equipment 
operators, particularly communicators and punched card equipment operators, were 
also scarce. On the other hand, the shortage of typists has disappeared and for the 
first time in years there is a small surplus of qualified candidates. 


To meet the need for radio operators in the Department of Transport, the 
Commission conducted a recruiting campaign in the United Kingdom. As a result of 
this, 37 were selected for appointment. This step was taken after it had been ascertained 
that a sufficient number could not be obtained in Canada. Indeed, there is still a 
shortage and it is possible that overseas recruiting will have to be considered again 
unless many more radio operators are trained in this country. 


At the professional level, recruiting was difficult in the case of medical officers, 
dental officers, nurses, dietitians, nutritionists, home economists, librarians, social 
workers, economists, statisticians, veterinarians, pharmacologists, food technologists 
and bacteriologists. The scarcity was particularly noticeable in those positions which 
called for some experience as well as formal academic qualifications. 


It was also difficult to attract personnel in research fields such as soils engineering, 
metal physics and solid state physics and young graduates in physics and mathematics 
for training as meteorologists. As indicated elsewhere in this Report, however, a new 
class structure has been developed for meteorologists, with a more attractive career 
pattern, and it is hoped that this will induce a growing number to enter this challenging 
field. 


University Recruiting 


The university recruiting programme was the most successful to date. About 500 
new graduates are required for appointment in the spring and summer of 1961 and, 
except for those in a few shortage classes, it is expected that the campaign launched in 
the fall of the year will meet most of the needs without difficulty. 


The written examination for the administrative classes in November attracted 
a record number of candidates, 922, this figure being over 18 per cent higher than the 
number for 1959, 780. Most of these were students in their final year of study although 
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some were graduates of recent years. From this group the Commission expects to 
select about 140 for appointment to such classes as foreign service officer, junior 
administrative officer, finance officer, economist and statistician. 


The written examination for civil, electrical and mechanical engineers also 
attracted a record number of candidates, 714, compared with 625 in 1959. This 
response was particularly encouraging since this number represents over one third 
of all those graduating in these three fields, including a generous portion of the better 
students. Only about 70, or a tenth of those who competed, will be appointed so the 
Commission can afford to be selective. This is in marked contrast to the situation 
some years ago when it was almost impossible to obtain a sufficient number of 
well-qualified personnel. 


During 1960 the Commission was also faced with a need for 80 graduates in 
the physical sciences, 115 in the biological sciences and 15 in forestry, mostly for 
research. In these cases it is customary to hold oral examinations only but every 
effort is made to obtain detailed information on the studies, marks, thesis and research 
potential of each candidate. Many research positions call for post graduate degrees. 


On the whole, there was a good response in these competitions, particularly in 
the case of the physical sciences where the number of applications has increased 
threefold in the past few years. It is anticipated that virtually all vacancies in this 
field will be filled. It is hoped, too, to fill all forestry vacancies and most of those in 
the biological sciences. The latter create special problems owing to the need, on the 
one hand, for a large number of students with post graduate degrees and on the 
other, the relatively small number taking such degrees. 


During the summer, the Commission again hired a large number of under- 
graduate and post-graduate students for short term employment. About 8,000 students 
applied and 1,354 were appointed, an increase of 212 over the previous year. The 
students were drawn from all faculties but mainly from engineering and the sciences. 
Many will work on survey parties and field studies. A good number return to the 
civil service on graduation. 


As part of its re-organization, the Commission centralized virtually all aspects 
of the university recruiting programme in one section, thereby making it possible to 
have better co-ordination in the yearly drive. This is expected to pay good dividends 
in the years to come. Among other things, it is hoped to increase and develop the 
liaison with university placement officers and teaching staff. 


Appointment of Older Workers 


There has been a substantial increase in the appointment of older workers. Out 
of some 20,000 new appointments, nearly 5,300 went to persons over forty years of 
age and of these close to 1,700 were over fifty. This means that older workers received 
about 27 per cent of all new appointments, compared with approximately 20 per cent 
for some years past. In 1960 the number of older workers appointed, 5,300 was 
about one third higher than the figure for 1959, 4,000. 


There are several reasons for this trend, among them the growing number of 
older workers who are applying in civil service competitions, the salary increases 
announced during the year which added to the attractiveness of government positions, 
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the careful construction of examinations to ensure that older workers may compete 
with younger workers on equal terms and the sharp reduction in age limits for entrance 
to the civil service. 

As was pointed out in previous reports, the age limits which once applied to such 
classes as clerk, stenographer, typist, postal clerk, letter carrier, customs excise officer 
and immigration officer have been removed. While they were in existence some years 
ago they were a definite handicap for the older worker since these classes account 
for the great majority of new appointments to the civil service. They were removed 
by the Commission on the grounds that in most classes of work it is the men and 
women themselves and not their age which determine their suitability for employment. 


In those classes where age limits still apply they are deemed necessary either 
because the work is of such a character as to require an unusual degree of physical 
fitness, for example, fire fighting and air traffic control, or because the training involved 
is of long duration. In the latter case it is not thought wise or economical to invest 
five or ten years in training a man or woman who would be eligible for retirement 
a few years later. This is true of some career posts. With these few exceptions, however, 
age limits in the civil service are a thing of the past and the Commission is constantly 
reviewing those which remain to ascertain if it would be in the public interest to 
make them less restrictive. In short, it can be said that there are no age limits for 
entrance to well over ninety per cent of all positions. 


STAFF TURNOVER 


In 1960 there was a substantial decrease both in the number of separations and 
in the percentage of separations. Excluding seasonal and student employees, only 
14,962 left the service during the year. This amounts to a separation rate of 10.5 per 
cent. The most significant reductions were among those earning less than $5,000 
who left to seek employment elsewhere, among employees dismissed for cause, among 
those dissatisfied with working conditions and employees leaving to be married. 

The rate of separation is the lowest in at least a decade. About ten years ago 
some changes were introduced in civil service statistical methods and consequently 
it is not possible to speak with precision on turnover rates in earlier years. In the 
last decade the separation rate has fluctuated between 16.1 per cent in 1953 and the 
present low of 10.5 per cent. Last year the separation rate was 12.8 per cent. 

Close to half the 14,962 separations in 1960 were attributable to causes over 
which there can be little or no control, for example, retirement, ill health or termina- 
tion of work. This means that the controllable separation rate has been reduced to 
less than six per cent and it is doubtful if it can ever be reduced much below that level. 
There will always be some movement from the civil service to private employment, 
as there is from private employment to the civil service, and within limits this is a 
desirable exchange. Also there will always be a significant number who resign, not 
through choice, but for personal reasons such as a change in the location of the 
husband or parents of the employee and a number will be dismissed. 

In summary, turnover is not a problem in the civil service, except in a few highly 
specialized classes, and is only a fraction of that for business and industry in general. 
For example, it is less than a quarter of the rate for Canadian finance, insurance and 
real estate companies, a fairly comparable group of office workers. 
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In future years the Commission hopes to be able to submit a more precise report 
on the reasons for separations. At present, a fairly large number of employees leave 
the civil service without giving any reason and in other cases it is not certain that the 
ostensible reason for leaving always is the real reason. If more departments were to 
conduct “‘exit interviews” with employees who are about to leave the service a better 
analysis could be developed. 


PROMOTIONS 


During 1960 there were 6,119 promotion competitions. This is the highest number 
on record. Of these, 5,859 were intra-departmental and 260 were inter-departmental. 
For the most part, intra-departmental competitons are conducted by the departments 
concerned, subject to control and supervision by the Commission. On the other hand, 
inter-departmental competitions are conducted by the Commission itself since the 
candidates are drawn from several departments and there is a consequent need for 
central co-ordination of the examinations. 


As indicated by these figures, the departments have, over the past decade, 
assumed an important role in the conduct of promotion competitions. Now, nearly all 
departments examine the candidates in their own intra-departmental competitions 
with the exception of a few classes which are still handled by the Commission. The 
delegation of this aspect of the promotion process to departments has done much to 
facilitate the filling of positions. 


To illustrate, in detail, the work now being done by the departments in this area, 
it might be noted that, in 1960, the Post Office Department conducted 847 promotion 
competitions, Transport 740, Unemployment Insurance Commission 737, National 
Defence 529, the Customs and Excise Division of National Revenue 459, Veterans 
Affairs 426, the Comptroller of the Treasury 375 and Agriculture 337. The number of 
applications in these promotion competitions, and similar competitions in other 
departments, has not been recorded, since they are filed initially with the departments, 
but they would run into the tens of thousands. 


It should be emphasized, however, that while there has been substantial delegation 
of the examining process, control remains with the Civil Service Commission to ensure 
that the departments adhere to the governing provisions of the Civil Service Act and 
Regulations. All intra-departmental competitions and the means by which they are 
advertised must be approved by the Commission, and the results of departmental 
examining boards must be submitted to the Commission for review before the promo- 
tion of a candidate is authorized. As another safeguard, there is an appeal period after 
every promotion competition, during which unsuccessful candidates may appeal to 
the Commission if they so desire. 


Within the next year, the Commission plans a major review of all aspects of the 
promotion process throughout the civil service. Current policies, practices and pro- 
cedures will be studied in an effort to simplify them where possible and at the same 
time ensure the observance of the merit system. 


Of the 260 inter-departmental competitions conducted by the Commission, 98 
were handled by our district offices and 162 by headquarters. In these, 5,225 applica- 
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tions were received, 1,399 by district offices and 3,826 by headquarters. The Com- 
mission also afforded direct assistance in the conduct of 143 intra-departmental 
competitions. 


An interesting development in recent years has been the introduction of an 
advisory panel on senior appointments. This came into being early in 1958 when it 
was decided that greater co-ordination and planning was required in anticipating 
vacancies and filling positions at senior levels. It was also apparent that there was a 
growing need for a positive, continuing programme which would ensure that the best 
possible officers are selected for key positions, if necessary by promotion from one 
department to another or by recruitment from outside the service. In other words, it 
was agreed that the problem should be studied from the point of view of the service 
as a whole and not just in relation to specific departments taken separately. 


The panel is composed of the three Civil Service Commissioners and four deputy 
ministers. Other deputy ministers are consulted from time to time. Meetings are held 
regularly and there is a permanent secretary to assist with the proceedings. In time, it 
is hoped to develop central records which will provide up to date information onthe 
abilities and training of senior officers throughout the service. These will be of con- 
siderable help in determining whether a particular vacancy should be filled by promo- 
tion from within the department where it occurs, by inter-departmental competition 
or by a competition open to the public at large. Senior positions are regarded as those 
for which the maximum salary is $15,000 or more. 


The Commission is indebted to the advisory panel for its advice and assistance 
in filling senior positions which are of so much consequence to the service in particular 
and the country in general. The Commission itself has, of course, the sole responsi- 
bility for the selections. 


APPEALS 


Appeals Against Promotions 
During 1960, 607 appeals were registered in 446 promotion competitions. In 
addition, 196 appeals in 129 competitions were carried over from the previous year, 
bringing the total on hand to 803. Included in the 803 are 152 carried over to next 
year, leaving the number completed at 626. Of these, 41 were withdrawn and 38 were 
closed by other means, e.g., through a change in the circumstances of the appellant. 


Some 140 appeals were sustained by the Commission, that is, 140 appellants in 
92 competitions had an opportunity to appear before a new examining board. After 
re-examination, 42 of these appellants received the position or place on the eligible 
list for which he or she had appealed. 


Quite often, the privilege of re-appearing before an examining board (as was the 
case for all of the 140 appellants) is all the appellant desires since not all appeals are 
based on the claim that the appellant is the best person for a particular vacancy. 
Frequently, they take exception to the composition of an examining board or its 
procedure rather than the outcome. In these cases, if the Commission believes the 
appellant has good grounds for his views, it will order a new competition and while 
the appellant may not do any better in the second competition than he did in the first, 
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he is assured that he has had a fair and impartial hearing. Consequently, he is usually 
more disposed to accept the results. This is an aspect of the appeals procedure which 
is sometimes forgotten when assessing its value. 

The appeals in which the appellant was successful in obtaining the position or 
place on the eligible list he was seeking (42) represent 6.7 per cent of those completed 
during the year (626). These 626 appeals grew out of 444 promotion competitions 
which means that appeals were lodged in 7.2 per cent of the 6,192 promotion compe- 
titions conducted during the year. The percentage of competitions on which appeals 
have been taken has remained almost constant over the past five years, the average 
being 7.4. The percentage of appeals allowed has also been quite stable. This is not 
surprising since any marked increase would lead to doubt as to the adequacy of 
departmental selection procedures. Over 95 per cent of all promotion competitions 
are conducted by the departments, all subject, however, to approval by the Com- 
mission. 

As might be expected, the largest departments produced the most appeals with 
the result that about half of all appeals originated in the departments of National 
Defence, Transport, Post Office, in the Customs and Excise Division of National 
Revenue and in the Unemployment Insurance Commission. Apart from the fact that 
these departments conduct more competitions than smaller departments, their compe- 
titions often embrace wide geographic areas and usually attract large numbers of 
candidates. These factors add to the possibility of misunderstanding and consequently 
to the number of appeals. 

During 1960, appellants were, for the first time, allowed to engage counsel to 
assist them in the presentation of appeals and a few availed themselves of this privilege. 
Counsel may attend the hearing to present or examine evidence and to cross-examine 
witnesses. 

Extensive use was made of the services of the Commission’s district offices in the 
local investigation and hearing of appeals, with 142 referred to them for this purpose. 
As in previous years the types of competition giving rise to appeals cover the entire 
range from junior supervisory and operating grades to senior technical, professional 
and administrative classes. Wherever investigation revealed situations either proce- 
dural or administrative requiring corrective action, these were brought to the attention 
of the appropriate officers. 


Appeals Against Denial of Statutory Increases 

During 1960, some 1,100 employees were denied statutory salary increases, that 
is, increases from one step to the next in a particular salary range. Such increases 
are usually granted at yearly intervals until the maximum of the range is reached. In 
a few of the lower grades such increases may be granted at semi-annual intervals. 
An increase may be withheld, however, if the deputy minister is not satisfied that the 
employee has “rendered meritorious service and increased his usefulness’’. 

In the event of such a decision the employee may appeal to the Commission and 
in 1960, 68 availed themselves of this privilege. In addition, six appeals were carried 
over from the preceding year bringing the number considered to 74. Of these, 12 were 
allowed, and the increase granted, 22 were dismissed, 2 were withdrawn and 38 were 
carried over to next year. Nearly all of those which were carried over were received 
late in the year. 
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Appeals Against Application of Salary Revision 
The Commission in 1960 dealt for the first time with appeals against the refusal 
of departments to grant their employees the full benefit of the general salary revisions. 
These denials were based on the following clause in the Treasury Board Minutes 
authorizing the revisions. 
“That no increase shall be paid pursuant to this order unless the 
appropriate Deputy Head certifies that the employee or former employee, 
in respect of whom the payment is proposed to be made, has given satisfactory 
service; but where the Deputy Head does not so certify, the employee or 
former employee shall be paid at the same rate in the new range as that at 
which he was paid immediately prior to the effective date, or if no such rate 
exists, at the next higher rate in the new range’. 


In short, departments were authorized to assign employees at some step in the 
new salary range which was lower than the one to which they would have been assigned 
had they received the full benefit of the revision. To illustrate, an employee who was 
at his maximum in the old range might be assigned at the minimum or some inter- 
mediate step in the new range. 


While there is no provision in the regulations for an appeal against such decisions, 
employees who had been adversely affected were given an opportunity to present their 
side of the case to the Commission. This was done on the understanding that these 
cases would be heard by way of “informal appeal’ and that the findings would be 
communicated to the deputy ministers of the departments concerned for whatever 
action they might wish to take. 


As a result, some 75 employees in fourteen departments registered appeals. 
These were all received late in the year, following the completion of the general round 
of salary increases, and will be considered early in the new year. 


PAY AND CLASSIFICATION 


Salary Adjustments 

During the year the salaries of all civil service classes were reviewed. Compari- 
sons were made with rates paid by private employers on the basis of information 
assembled by the Pay Research Bureau in several field surveys. The Commission’s 
recommendations based on this review were approved by the Government and given 
effect over the period from April to August for the great majority of classes. The 
resulting salary rate adjustments ranged from little or no increase in the case of some 
classes (a relatively small number) to as much as 23 per cent in the case of certain 
senior scientific and administrative classes. More generally, the increases ranged from 
7 to 12 per cent. About 130,000 employees under the jurisdiction of the Civil Service 
Commission received increases, most of them between $200 and $2,500 a year. The 
last previous salary adjustments of general application took effect in May, 1957. 


Special Class Studies 
The current year saw the completion of a major review of the class structure 
for meteorologists, meteorological officers and meteorological technicians. The aim 
was to establish clear and realistic definitions of responsibilities among the various 
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classes and grades, which would reflect recent changes in meteorological techniques 
and provide suitable career opportunities. The growing importance of meteorological 
services to the economic life of Canada has meant a steadily increasing need for 
meteorologists, a need that has for some time outstripped the supply of suitably 
qualified persons. The new classification plan is designed to increase the satisfactions 
and attractiveness of careers in meteorology and, as a consequence, is expected to 
assist recruiting. In the study, special attention was given to functions and processes 
which could be transferred from the most highly qualified officers to supporting 
officers and technicians. 


Another major review was also completed. It concerned certain classes in the 
Unemployment Insurance Commission. As a result of this study a new classification 
and salary structure has been developed for those employees who are engaged in 
placement and insurance functions. The salary rates for these classes were arrived at 
by extensive cross-comparisons with well established classes in other departments. 
Approximately 4,000 employees in the Unemployment Insurance Commission are 
affected by the changes which, generally speaking, represent improvements in salaries 
resulting from a higher valuation of the work performed. The principal feature of 
the new schedule is the replacement of the old class, employment and claims officer, 
by three new classes: employment officer, claims officer and insurance officer. There 
was a fitness review programme to ensure that those who were moved into the new 
classes could meet the new, higher standards. 


New Specifications 

During the year the Commission issued new class specifications (duties and 
qualifications of positions) for twenty classes of work embracing 91 grades and 
revised six others embracing 26 grades. This output represents a substantial increase 
over the previous year and it is hoped to make still more progress next year and in 
succeeding years. The aim is to bring the standards or class specifications for the 
1,800 classes in the civil service completely up to date within a few years and to 
increase their usefulness for those officers who have the day-to-day responsibility of 
classifying specific positions and recruiting staff. 


In 1960 new class specifications were prepared for the following classes: assessor, 
claims officer, computing clerk, geographer, grain inspector, grain sampler foreman, 
grain weighman, home economist, civil aviation inspector, food and drug inspector, 
narcotics inspector, insurance officer, medical records librarian, meteorological officer, 
meteorologist, senior mint chemist, social worker, stenographer 3 (secretary), 
forest research technician and meteorological technician. Revised specifications were 
issued for the classes: bacteriologist, biologist, chemist, masters and mates examiner, 
laboratory animal keeper and librarian. 


As an incidental result of classification studies during the current year, 78 new 
classes were created and 102 old classes abolished. 


Review of Estimates 
During the summer and fall departmental establishments were studied by 
“establishment review committees” in conjunction with the preparation of depart- 
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mental main estimates for 1961-62. Officers of the Commission serve as chairmen of 
these committees which include a departmental representative and a representative 
of the Treasury Board. 


As a result of these studies, 144,858 positions were approved, a net increase of 
2,682 over the previous year. During the deliberations, 613 positions were deleted 
from existing establishments and 1,390 positions requested by the departments were, 
after careful study, not included in the establishments. The committees also recom- 
mended 7,432 changes in classification, many on condition that they be subject to 
review at a later date. 


PAY RESEARCH 


Role of the Pay Research Bureau 


The Pay Research Bureau was established to provide the Government, the 
Commission and staff associations with objective information on rates of pay and 
working conditions in government, business and industry. The findings of the Bureau 
are used by the Commission in developing its recommendations to the Government 
on the compensation and conditions of employment of civil servants. Now in its third 
year of operation the Bureau has become well established and its function generally 
accepted as an essential phase in the process of pay determination. Its work has served 
to facilitate informed discussion of compensation matters by the Commission, depart- 
ments, Treasury Board and staff associations. 


General Nature of the Work 


In the performance of its duties, the Bureau undertakes each year general field 
surveys across Canada on rates of pay for key classes of employees in industry and 
in other government employment. It also conducts, as required, studies on the 
compensation, conditions of employment and personnel practices applying to specific 
classes of employees. 

In suitable circumstances, the Bureau makes use of surveys by mail. However, 
it stresses the importance and necessity of field surveys in order to achieve accurate 
job comparisons and to gain an appreciation of personnel practices in industry and 
commerce. A high degree of accuracy in relating positions in the civil service to those 
outside is vital since the information thus obtained and communicated to the Govern- 
ment ultimately affects the compensation of more than 130,000 civil servants. 


Advisory Committee on Pay Research 
The Bureau works in close cooperation with the Advisory Committee on Pay 
Research. This committee, comprising both official and staff side representatives and 
chaired by a Civil Service Commissioner, held seven meetings during the year. The 
committee is concerned with such matters as the Bureau’s annual report on the general 
salary situation, the development of appropriate survey techniques and the exploration 
of possible new survey methods. 


Liaison With Government Departments 


There is continuing contact with the Department of Labour and the Dominion 
Bureau of Statistics to enable the Pay Research Bureau to make full use of information 
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regularly collected by these agencies and to avoid duplication in the collection of data. 
Liaison is also maintained with the Armed Forces and representatives of the three 
Services were attached to the Bureau to help it provide the Department of National 
Defence with information on pay and working conditions. 


Reports Completed 

A number of important studies were completed during the year. In April the 
Bureau released its Report on the General Salary Situation as of October 1, 1959. The 
report contained findings based on data from a number of sources, including the 
general field survey carried out by officers of the Bureau in the winter of 1959-60. The 
field survey dealt with 79 classes of employees and extended to 177 establishments 
across Canada. It was considerably more extensive than the survey of the previous 
year when 160 establishments were visited and reports submitted on 44 classes. The 
establishments in the field survey are part of some 1,100 establishments which pro- 
vided salary information for the report. In addition, the October 1, 1959 report 
contained information on many conditions of employment such as overtime practices, 
paid vacations, sick leave, pension plans, hospital-medical benefits and group insurance 
plans. 


Early in the year the annual survey of hospital classes was undertaken and a 
report submitted to the Commission in May. A study of salaries paid to teaching 
staffs in Canadian universities was also completed. This entailed visits to fifteen 
universities. The report on this study was issued in June. 


Other projects included special field surveys on rates of pay, conditions of 
employment and personnel practices affecting a wide variety of classes, among them 
translators, meteorologists, veterinarians, printing trades foremen and supervisors, 
penitentiary and gaol employees, police constables and air traffic controllers as well 
as a study of northern and isolation allowances. 


Reports in Preparation 

Considerable effort was devoted to the improvement of statistics on the composi- 
tion of the civil service. Towards the end of the year, an extensive study of the 
educational qualifications of employees in a number of civil service classes was 
launched. Another major study concerns the measure and analysis of employer 
expenditures on employee benefits. Other studies now under way have to do with 
such classes as forestry officer, special exciseman, design officer, grain weighman, 
social worker and school teacher. 


Relations with Outside Organizations 

The Bureau has now been in existence for over three years and increasing use is 
being made of the information it has gathered on rates of pay and conditions of 
employment across Canada. Exchange of information on such matters on a confiden- 
tial basis between the Bureau and Canadian industry is expanding rapidly and the 
Bureau has become established as a central point of reference for enquiries concerning 
rates of pay and conditions of employment of Federal Government employees. There 
is no doubt that private firms, professional societies, and provincial and municipal 
governments, many of whom were previously faced with requests for pay information 
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from several departments, appreciate having a central point for the exchange of such 
information. The Commission regards this as a highly desirable development inasmuch 
as it has produced closer cooperation between itself and the organizations upon which 
it must depend for the information it seeks during the course of surveys conducted 
by its Pay Research Bureau. 


DEVELOPMENT AND ADMINISTRATION OF EXAMINATIONS 


Test Construction and Research 

During the year the Test Development Section prepared 92 written examinations 
for use in both entrance and promotion competitions. These tests are carefully devised 
by officers, all university graduates, who have had considerable experience and training 
in test construction. First, it is customary to analyze, in detail, the position or class 
for which the examination is being held so that the section may have a clear idea of 
the qualities and skills which are required for the effective performance of the duties. 
When necessary, advice is sought from experts in the particular field of work. 


After this information has been obtained the construction of the test begins. 
Each question—and there may be over two hundred in one examination—has to be 
studied for its relevance to the qualities it is seeking to measure, the degree of diffi- 
culty and the time required for its completion. Each test must have a certain number 
of questions which are quite difficult, some of average difficulty and some which are 
not too difficult. Otherwise, the test is not selective since a question which can be 
answered by all candidates is of no assistance or is a question which cannot be 
answered by any candidate. 


Similar considerations enter into the time element. A question may be selective 
if the time allotted is such that the candidate must do a certain amount of mental 
arithmetic to complete it but not if he has a more generous period. In the latter event 
virtually all candidates would be able to find the solution and consequently the item 
loses most of its value. Indeed, the questions are so carefully devised that it is possible 
to predict, in advance, with reasonable accuracy, the number of candidates who will 
pass any particular examination. 


It should be noted, too, that the Commission is continually running what are 
called validation tests to ensure that the questions asked are, in fact, selective and 
are measuring what they are intended to measure. In most cases this must be done 
separately for English and French questions since a question in one language (for 
example, a question on vocabulary) may not have the same degree of difficulty in 
another. Consequently, a certain number of special questions must be developed in 
each language, apart, of course, from such areas as mathematics where the same 
questions can be used. Bilingual officers on the staff ensure that the examinations in 
the two languages are equivalent. 


The Test Development Section is in frequent contact with other personnel agen- 
cies to keep abreast of developments and to introduce improvements wherever possible. 
It should be remembered, however, that written examinations are not a substitute for 
the judgment of an experienced selection officer and consequently they are normally 
used in conjunction with an oral examination. In many cases, of course, an oral 
examination alone is sufficient, particularly when filling the more senior posts. 
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The Commission also undertook a number of research projects during the year. 
In one case the university marks of engineering students, who competed for govern- 
ment positions, were studied in relation to their marks in the civil service competition. 
Despite the variations in the marking systems from university to university it was 
found that, in general, the better students also came out on top in our competitions, 
thereby helping to confirm the validity of Commission selection techniques and the 
adequacy of our examinations. 


In another survey, the known capacity of employees now in the service was stu- 
died in relation to their marks in written examinations comparable to those which 
they would have to undertake if they were now entering the service. Again it was 
found that there was a close correlation between the results of the test and their 
day-to-day performance. This suggests that the examinations are effective in assessing 
potential worth. 


In a third study of university graduates who have entered administrative positions 
in the civil service since the war it was found that nearly all had made good, and 
some, quite spectacular, progress. While the survey was limited in scope, it indicates 
that the civil service provides good careers for those who have the capacity for 
advancement. As circumstances permit, the Commission hopes to conduct more of 
these studies as a check on the effectiveness of its own performance in the selection 
and promotion of candidates. 


Automated Processes 

In recent years the headquarters of the Commission has had to process about 
60,000 applications yearly. To assist with this work the Commission is making 
increasing use of electronic equipment. At present our installation has a staff of ten, 
and various types of equipment including card punches, sorters, verifiers, interpreter, 
collator, reproducer and an accounting machine. Thus far, this equipment has been 
used almost exclusively for national competitions although limited assistance is also 
afforded to certain district offices. For the most part, however, the latter process 
their own applications without reference to Ottawa. 


These machines make it possible to conduct large scale competitions more quickly 
than would otherwise be the case and to do so with a much smaller staff than would 
be required if all operations were done manually. 


As the applications are received a card is punched for each showing, among 
other things, the name, address, competition number, date of birth, sex, the language 
(English or French) in which the candidate wishes to be examined and the centre at 
which he wishes to try the examination. Shortly thereafter another card acknowledging 
receipt of the application is prepared, again by machine, and sent to the applicant. 
The machines are also used to screen out those who lack the advertised qualifications, 
for instance university graduation, or the statutory requirements, such as citizenship. 


Following the closing date for the receipt of applications, the preparation for 
the examination begins. The cards are fed into the machines to show the total number 
of candidates, the number who wish to write in each language and the centres in which 
they wish to write. Then admission orders are prepared for each candidate and nominal 
rolls for each supervisor, listing the names of the persons who will be writing in his 
room. Both the admission orders and the nominal rolls are prepared by machine. 
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After the test the papers are marked mechanically. One machine records the 
number of questions correctly answered and another converts the scores into per- 
centages. If there are two parts to the examination, with one part being worth 70 per 
cent and the other 30 per cent, the machines can “‘weight”’ the scores so that the final 
mark is a true reflection of the result. Those who pass the written test are then called 
to an oral examination. 


When the examination itself is over, the machines are used to set up the eligible 
list in order of merit and to send out notices to the candidates indicating their success 
or failure. Statistics are kept as to the number of qualified candidates who were 
offered employment, the number who accepted and the number who refused. 


While the primary purpose of the machines is to assist with examinations, they 
serve a variety of other needs. For example, a card record is maintained for every 
position under the Civil Service Act. This card shows the department, branch, unit 
and the geographical centre in which the position is located as well as its classification 
and certain other information. From this, it is a simple matter to determine the 
frequency distribution of positions by class, locality, salary level and the like. This 
information has many uses but is particularly valuable when salary adjustments are 
contemplated and it is necessary to know in advance the fiscal effect. 


The Commission’s Pay Research Bureau also relies on the machine facilities. 
With the help of punched cards, it is possible to ascertain quickly outside salary rates 
by industry, occupation and location. The machines can also convert hourly, daily, 
weekly or monthly salaries to a yearly figure to accord with civil service practice. 
Conditions of employment, such as the hours of work, and “‘fringe” benefits, such as 
vacation leave, can be studied in the same way. 


While the machines are seldom engaged on any one task, they could be called 
upon, if necessary, to send out 21,000 application acknowledgments in a single day 
or 10,000 examination admission orders. In the years to come the Commission expects 
to make even more use of this versatile equipment, not only in its day-to-day opera- 
tions, but for research, forecasting and planning. 


Decentralization to Field Offices 

With the passing of the years, the Commission’s field offices are assuming an 
increasing measure of responsibility and are now handling a large portion of the total 
work load. In 1960, they conducted over four fifths of all Commission competitions 
and received about two thirds of all applications. In general, it might be said that they 
now conduct virtually all competitions for positions outside of Ottawa up to an 
intermediate salary level. Vacancies above that level as well as those in Ottawa are 
filled by headquarters. 


In those classes for which they assume full responsibility the district offices 
initiate the competition, issue the posters and other advertising, conduct the interviews, 
make the selections, establish the eligible lists, offer employment to the successful 
candidates and issue the certificates of appointment, all without reference to Ottawa. 
This delegation of authority has done much to expedite the filling of positions and 
consequently the service to departments. With the same objective in mind, it is hoped 
to give these offices still more authority in the years to come. 
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The Commission has ten district offices and six sub-offices which are attached 
to the larger district offices. 


ORGANIZATION AND MANAGEMENT 


Management Analysis 
During the year the Management Analysis Division, formerly known as the 
Organization and Methods Service, continued to operate as an advisory service which 
is available on request to all government departments and agencies. Since it was 
formed twelve years ago, the division has completed almost 500 surveys. 


In 1960, 42 major surveys were completed, ten more than last year, and 36 were 
started, three more than last year. The potential and identifiable savings from the 
completed surveys exceeded $5,500,000, about double the figure for 1959 and repre- 
sent a saving of 26 dollars for each dollar of staff costs in the division. In addition 
there were the unmeasurable savings and benefits resulting from improvements in 
the quality and speed of the operations surveyed. Of all the proposals made in these 
surveys approximately 72 per cent were accepted for implementation and another 
27 per cent were under consideration by departments at the end of the year. The 
surveys embraced a wide range of activity and included such matters as electronic 
data processing, records management, work measurement and typing and transcribing 
services. 


In addition to the major surveys, 64 informal studies were undertaken. These 
require a day or two, perhaps a week to complete, and result in detailed advice, rather 
than full scale reports, on various aspects of management concern. The division also 
contributed substantially to training courses for civil servants and representatives 
from other countries. 


Some years ago this division produced manuals for use in departments on filing, 
forms, office layout and transcribing and typing services. These have been printed 
and distributed throughout the public service and have, in addition, been sold by the 
Queen’s Printer to business firms and government agencies in many countries. This 
year the filing manual was revised and reprinted. 


Organization Analysis 
The Organization Division was created late in the year as part of the general 
re-organization of the Commission. Preliminary work consisted of the development of 
terms of reference, the establishment of a list of tasks, the collection, preparation and 
study of papers on the techniques of organization analysis, and the assembly, verifica- 
tion and charting of data on the plans of organization of the departments and agencies 
of government. 


Subject to the provisions of a new Civil Service Act and further discussions with 
_ appropriate authorities, the principal responsibilities of this division will be to under- 
take periodic reviews of the plans of organization of all departments, to carry out 
organization studies at the request of deputy ministers and to conduct research 
projects on the machinery of government based on the departmental reviews. 


In December a start was made on a survey of the organizational structure of the 
Department of National Health and Welfare at the request of the two deputy 
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ministers concerned. At the close of the year a comprehensive report on the planning 
and implementation of the Commission’s own re-organization was nearing 
completion. 


TRAINING 


Courses in Public Administration 

This year the Commission again conducted its regular courses in public adminis- 
tration for junior, intermediate and senior officers at departmental headquarters. 
The course for junior officers was held principally in Ottawa with one final week on 
the premises of the Civil Defence College at Arnprior; the administrative courses 
for intermediate and senior officers were conducted entirely at Arnprior. The total 
enrolment for these courses was 107, of whom 41 attended the senior course. This 
latter group included three representatives from provincial governments and one 
from the British West Indies. In addition four district courses were held for field 
officers in the Maritimes, Quebec, Ontario and the Western Provinces with a total 
enrolment of 277. These courses were conducted in Halifax, Montreal, London and 
Banff respectively. 


Secretarial and Other Courses 
During the year, 95 employees attended junior secretarial courses and 685 were 
given refresher courses in shorthand and typing. The purpose of this training was to 
alleviate the continuing shortage of stenographers. Three courses in supervision were 
provided for officers in the junior administrative classes and equivalent classes. These 
had a total enrolment of sixty. About 1,600 enrolled for the correspondence course 
in office management. 


Foreign Visitors 

Courses and programmes were arranged for foreign visitors who numbered 
about 85. As is customary, most of them came under the auspices of the Colombo 
Plan and the United Nations. The amount of time which was spent in the Commission 
and in other departments, by arrangement with the Commission, varied from a few 
days to six months. Although most groups were small, generally numbering between 
five and ten, one large group of 23 senior officers from Nigeria visited the Commission 
for a week. 


External Training 

External training is provided for employees where it is needed to maintain or 
increase efficiency in their positions. The amount of financial assistance varies with 
the extent of the departmental need for the additional training. During 1960, 185 
employees were given leave to attend university, 38 without pay, 93 with half pay and 
54 with full pay. All requests for educational leave are submitted by the departments 
to the Commission which must be satisfied that such leave is in the public interest: 

Another 179 employees obtained instruction from sources other than a university, 
generally for short periods. This figure is less than half of that for the previous year, 
perhaps because the increase in the Commission’s in-service training programme 
has reduced the need for outside courses. 
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SUGGESTION AWARDS 


The year 1960 was the ninth during which employees have been contributing to 
the efficiency of departments and agencies through the Suggestion Award Plan. This 
year 743 awards with an approximate value of $27,600 were granted. Savings resulting 
from these suggestions were estimated to be in excess of $500,000. 


During the year the Suggestion Award Plan was examined in detail and it is ex- 
pected that this study will lead to certain changes which will make the plan more 
attractive to both employees and departments. 


EXPERIMENT IN PERSONNEL ADMINISTRATION 


In the Report for 1959, the Commission announced that it had undertaken, in 
co-operation with the Department of Citizenship and Immigration, an experiment in 
personnel administration. It was decided to place a senior Commission officer in 
the department as chief of personnel and have him report to the deputy minister on 
departmental matters and to the Commission on those matters which have to do 
with the Civil Service Act, such as selection and classification. 


At the outset it was not certain that the scheme was workable since the personnel 
officer has two superiors, each for a different purpose. In practice, however, it has 
worked very well, so much so that it has been decided to continue the system on a 
permanent basis in this department. At present three Commission officers are attached 
to the department with the senior one acting as chief of personnel and the other two 
as assistants. 


Thus far, no serious weaknesses in the scheme have emerged and it has brought 
two distinct advantages. One is more rapid and more enlightened personnel 
service. The other is an increased measure of understanding between departmental 
officers and the Commission. This, it is thought, has helped both sides to reach better 
conclusions. 


It is too early yet to say whether the system described above can or should be 
extended to other departments. At the moment the Commission is inclined to the 
view that the extension of the system, in time, to most if not all departments, will 
result not only in more expeditious but also in more knowledgeable service. However, 
it is not anticipated that any steps in this direction will be taken on a large scale until 
such time as it has been possible to gauge as accurately as possible the relative strengths 
and weaknesses of the current pilot scheme. 

The Commission wishes to acknowledge its gratitude to the Department of 
Citizenship and Immigration for its willingness to participate in the experiment and 
its continued co-operation throughout. This has had much to do with the success 
of the scheme. 


~ CERTIFICATION OF EMPLOYEES 


Continuous Employees 
Early in the year the Commission advised departments that all employees who 
had been assigned to continuous positions prior to November 1, 1959 who met all 
entrance requirements but who were under temporary certificate, were deemed to be 
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appointed when they had served a satisfactory probationary period. This action 
served to confirm the appointment of a large number of employees. Since November 
1, 1959 candidates who meet all entrance requirements and who are appointed to 
positions of continuous nature are certified “‘continuous’” and are deemed to be 
appointed on completion of a satisfactory probationary period, usually six months. 


Long-Term Temporaries 

While the status of long-term employees who have qualified for appointment 
has been clarified, and they are now deemed to be “‘continuous”’, action still has to 
be taken to regularize the employment of certain long-term employees who have 
not qualified. 

For the most part, these are employees who were hired during and shortly after 
World War II to meet emergency needs without benefit of the usual competitive 
process. Some of them would have qualified for appointment in the meantime if 
they had had an opportunity to do so, but their situation is made difficult by the fact 
that many are in occupations and localities where there are few vacancies and conse- 
quently few competitions in which they could compete. 

As the first step in solving this problem the Commission plans to ask the depart- 
ments for a list of those who are still long-term temporaries. The Commission is 
consulting with the Department of Justice regarding this matter and it may be that 
an exemption from the normal competitive provisions of the Civil Service Act will 
be requested in order to place them on a continuous basis. In any event, there is a 
provision in the draft of the new Civil Service Act which, if approved by Parliament, 
will bring them under the Act as continuous employees. 


Term Employees 

Candidates appointed to positions of limited duration, for example, three months, 
are certified as “term’? employees and the certificate of appointment authorizes 
employment for a definite period only. Similarly, if persons are selected to fill con- 
tinuous positions and have not qualified by examination, such appointments are also 
made on a term basis. In such cases a competition is held and should the person who 
has been appointed temporarily not qualify or not be reached for appointment on 
the resulting eligible list, they are subject to replacement on two weeks notice. This 
procedure protects the merit system and is fair to those selected initially since they 
know, in advance, the terms of their employment. 

Departments are allowed to make these temporary appointments, known as 
“local selections’’, when there is an urgent requirement and the Commission does not 
have qualified people immediately available. While there will always be a need for some 
local selections the Commission is pleased to report that their number has been 
reduced from 1,655 in 1959 to 288 this year. 


RE-ORGANIZATION OF THE COMMISSION 


During 1960 the Commission completely altered its own internal structure. The 
new organization was first contemplated about two years ago and is the product of 
much study and deliberation on the part of senior officers and the Commissioners 
themselves. 
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It was designed to improve the operations of the Commission under the present 
Civil Service Act with, however, an eye on the future so that it may be readily adapted 
to the demands of a new Act. The changes which may be required under the new Act 
are, of course, not yet known but it is likely that the modifications will be minor. 


At present, the following are the principal functions of the Commission: 


(1) to test and pass upon the qualifications of candidates for admission to and 
transfer and promotion in the civil service; 


(2) to establish, as required, additional classes and grades of positions and 
classify them; and to divide, combine, alter or abolish existing classes and 
grades; 


(3) to recommend rates of compensation for new classes and propose changes 
in the rates for existing classes; 


(4) to report upon the organization or proposed organization of the departments 
or any portion of any department or of the civil service, and upon any 
proposed changes in such organization; 


(5) by regulation to prescribe working hours for each portion of the civil service; 
and 


(6) to make regulations governing the granting of leave of absence in case of 
illness or for other sufficient reason. 


Currently over 130,000 employees are subject to the Civil Service Act, nearly 
all of them classified employees. 


In re-organizing itself to discharge the functions just described the aim of the 
Commission was on the one hand, to provide quicker and better service to the depart- 
ments and to reduce the number of branches, sections and officers with whom they 
have to deal, and on the other to separate the more reflective pursuits of the advisory 
services from the operational routine. 


To accomplish the first objective the Commission has created a Directorate of 
Operations which is, in effect, an amalgamation of the former Personnel Selection 
Branch and the former Organization and Classification Branch. This “marriage”’ of 
the two main operating branches is the central feature of the new organization. 


The Directorate of Operations is now responsible for virtually all the day-to-day 
services to departments, including recruitment, selections, promotions and transfers 
and in addition—and this is the important change—the classification of positions. 


This Branch has five divisions. These are the Departmental Requirements 
Division, the Functional Division, the District Office Division, the Planning Division 
and the Advertising and Examination Division. It is much the largest branch with 
well over half the total staff of the Commission including the staffs in the sixteen field 
offices across the country. 


Both the Departmental Requirements Division and the Functional Division have 
been divided into units, with six in the former and three in the latter. Those in the 
Departmental Requirements Division are organized on the basis of the departments 
they serve, those in the Functional Division on the basis of the classes they handle. 
To clarify this, at the risk of some over-simplification, it might be said that the units 
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in the Departmental Requirements Division deal with classes which are peculiar to 
the department or departments they serve while those in the Functional Division 
handle classes which are common to several departments or all departments. 


As a consequence of this change, departmental personnel officers now have to 
deal, as a rule, with only one departmental unit. If the request concerns a “functional” 
class, the departmental unit refers it to the appropriate functional unit. The three 
functional units handle clerical and related classes, technical and scientific classes and 
general professional classes, for example, finance officers, statisticians, social workers. 


In the past, it was necessary to deal with the Organization and Classification 
Branch on all classification matters and with the Personnel Selection Branch on all 
selection matters. Since these functions are now combined, it is hoped that this will 
expedite the service to departments appreciably. 


There are three other divisions in the Operations Branch. The Planning Division 
is responsible for test construction and for the development of recruitment and selec- 
tion procedures. It also advises on proposals to decentralize or delegate the powers of 
the Commission and on proposed exclusions in whole or in part from the terms of 
the Act. 


The Advertising and Examination Division is responsible for the preparation of 
posters and newspaper advertisements and many of the clerical processes associated 
with examinations. The District Office Division supervises the activities of the field 
offices. 


With one exception, the other branches, Appeals and Service Relations, Advisory 
Services, Pay and Standards, the Pay Research Bureau and the Administration and 
Personnel Branch are, as indicated earlier, more concerned with “staff” than “‘line” 
duties. The exception is the Administration and Personnel Branch which looks after 
the Commission’s domestic needs. 


The Appeals and Service Relations Branch deals with appeals having to do with 
promotion competitions, preservation of rights following abolition of positions and 
lay-off, denial of statutory salary increases and related matters. It is also responsible 
for the Commission’s information and publicity programme and for liaison with 
staff associations, including the examination of submissions, arrangements for 
meetings and the study of employer-employee relationships. There are three divisions 
in this Branch, Appeals, Public Relations and Staff Relations. 


The creation of this Branch was prompted by a decision of the Commission to 
enlarge the functions of the Appeals Division and to pay increasing attention to the 
important activities of the staff associations. It will be recalled that the proposed 
Civil Service Act broadens the basis for appeals and it is also possible that some 
changes in the composition and procedure of appeal boards will be introduced. This 
branch is now studying these matters as well as ways and means to improve day-to- 
day liaison with staff associations without, of course, cutting off their traditional 
access to the Commissioners themselves whenever such is required. 


The Advisory Services Branch will study the present and proposed organization 
of departments and agencies, provide a consulting service for departments on various 
aspects of management, conduct centralized training, co-ordinate staff training and 
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development programmes throughout the service, study requests for educational 
leave and supervise the secretariat of the Suggestion Award Board of the Public 
Service. 


It is composed of four divisions, the Organization Division, Management Ana- 
lysis Division, Staff Development and Training Division and Incentive Awards 
Division. Currently the latter is only concerned with suggestion awards but it may be 
expanded later to provide other forms of recognition. The former Organization and 
Methods Division is now a part of the Advisory Services Branch and is known as the 
Management Analysis Division. 


The Pay and Standards Branch has two divisions, the Pay Division and the 
Standards Division. The first is responsible for the development of recommendations 
on rates of pay, allowances and employment conditions generally, including various 
types of leave, hours of work and overtime. The leave section was formerly attached 
to the Secretary’s Office; now all these related matters are centralized in the one 
division. 

The Standards Division is concerned with the development of class specifications 
(duties and qualifications of positions) for the use of the Operations Branch in its 
classification and selection work. It also recommends appropriate changes in existing 
classes and when necessary the creation of new classes. In time this division hopes 
to add greatly to the existing stock of specifications and to improve the techniques of 
job evaluation generally. 


Under the new regime, there is no change in the functions of the Pay Research 
Bureau. As in the past, it is responsible for providing the Government, the Com- 
mission, departments, staff associations, and others concerned, with objective infor- 
mation on compensation and working conditions in government, business and indus- 
try; and for assembling and analyzing evidence of trends in pay and working 
conditions in industry, in order that the need for changes in terms of government 
employment may be anticipated and assessed. In brief, it provides much of the 
information which the Pay and Standards Branch uses in formulating its recommen- 
dations on pay and working conditions. 


The Administration and Personnel Branch, as was stated, is concerned with 
the internal operations of the Commission, including personnel administration, 
accounting and supplies, stenographic services, the library, records and statistics. 


The Secretary’s Office reports to the Commissioners upon the operations of the 
Civil Service Act and Regulations, drafts regulations, prepares and edits submissions 
to the Treasury Board and Governor-in-Council and provides formal secretarial 
services. 


Before the new organization was implemented all members of the staff, about 
680 in all, were appraised so that they might be placed in the most appropriate branch, 
division and position in the new organization. 


The first step was the appraisal of some 200 officers. This was followed by an 
appraisal of the remaining staff, in district offices as well as headquarters. In order to 
ensure objectivity in the assessments personnel officers were lent by various depart- 
ments to sit with Commission officers on the appraisal boards. Senior officers were 
appraised by the Commissioners themselves. The appraisal programme included inter- 
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views, supervisory assessments and, for many, a written test as well. The findings 
proved invaluable in the placement of personnel in the new organization and will be 
of continuing use for many years to come. 

At the close of the year there were still some minor problems to resolve but the 
Commission has good reason to believe that the new organization will bring sub- 
stantial improvements in its services to the departments, the public and all those who 
have dealings with it. 
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NEW APPOINTMENTS BY DEPARTMENTS IN 1960 


Department 


PANT EICUIUUITOR neesn aie cserteecs Mace hceaniursis at Sacked CC Renee 
PAtiSenTANS POnt BOALCG 25.5, ctoumica stokes ccconeeee eee 
PRTG WOR (ETS CS) Gall Ses eeemenc ee eae ere eet tose boctico-ontoeoe 


Board of Transport Commissionetrs..................066 
@anadian: Maritime Comimissiony........c1 eee: 
GinemeilectoralOihicence: 1 ee he es 
Crmizenshiprandslmmnncration cance 
Civil Sehvice@OmMUSSION ese eee eee 


GovenormGeneralisvsecretatyrr-c- eee eee 
ELOUSerOi: CO mm Ol Snes a eee ee 
TAS CIT AI CO cae reece ero ae ar hort oe eee eee 
FUSUICC Messer echt er cccciea nec mae arene 


Minestandeiechnicaly SUBVEY Sia ceentiee eee eee 
INationall Defence ier sc serena. eee ete rere ees, 
INatviondaleemersy: Boarden een eee ee 
INationalkGrallenyerts eter. ce eke. tor suena eee 
INationalslealthrandaw eliaresnemenccssc sete 
INQELO MAUL TOL AT Vee or tec rena te hee ce eee 
National Revenue (Customs and Excise)................ 
NationaleReventie (income max) cee eer 
Northern Affairs and National Resources.............. 
IROSTIO II Cem errr ea oe naire tanec ene ee 
IROSUMAS TCI teers tein etal etree ene 
BGI Ve COUNCIL cae cc eect ssoecoscs toot ae 
PAULO IC EATCIIV ES men ck tie sence eee tee eee ae eee 
Public PrintingvandsStationery,.7.-..c-. nce eee 
UOC W OL KS itee teers cean steerer eae 
Royali@anadiani Mint 2 -cnccce eee eterna 
Royal Canadian Mounted Police....................0.006 
SECHETALVAOL State ews raes ete eee ee nee 
SONA tC rene tek oan ee eee en UR Ree Me: 


UD TANS POLE ee ere cee cee ce lesen nee eee renee eS 
Unemployment Insurance Commission.................. 
VGLCRARS TA TT AIES fe ccet ee tee ere er tren eee aree 


War 


Service 
Preference 


el Balllels 


18 


2,069) 


Others 

Males Females 
649 316 
2 4 
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6 ql 

6 10 

— We 

6 9 
187 186 
13 60 

55 95 
60 93 
195 469 
103 44 
— 1 
10 1 

9 10 

40 41 
29 Sy 
675 112 
iL Syl 2163 
Tf 4 

6 11 
214 249 
— 4 
465 107 
DIS 1,068 
436 155 
1,814 298 
73 50 
10 7 

9 11 

51 82 
520 85 
4 Be 

Di 209 
29 56 

4 mae 
242 250 
1,083 289 
400 619 
477 1,045 
9,709 8,278 


33 


Total 


20,056) 


Notes: @) Of this number only 13 were women. Males having the war service preference represented 21.3% 


of all male appointments. 


(>) Includes 1354 Student Assistants for summer employment. 
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COMPOSITION OF THE PUBLIC SERVICE 
As of September 30, 1960 


Employees under Civil Service Act 


(a) Pulletime and somcar part tine....s..2- 0 ea cae 130,565 
(b) Others (including Student Assistants)..........0..00ccccceeeeeeees 1,388 
Salaried employees not under Civil Service Act 
(GZ) Bs COMA ay os ccs adePovaccbanaspnssvetdiovtdacavaasth anaaste ae re ane 20,473 
(b) ocally engaged AEG s,s): cidiscos aati oicticteraasiadsatunse cee 1,440 
153,866 
Staffs of Atomic Energy Control Board, National Film Board, 
NationalUResearch *Cauned .«..<..cne cee eee ee ee 3,147 
Prevailing ates imp Overs Graces, wc hoa eee ae 24,172 
SMIDS HOMICErS SMO MGT EWS) 2 ets he ce M sas on auc ants nA ence 3,038 
ZASSHI OO CITORS: 6.1 cece heen te tens coded ca deenchu nde cchelon eee areca sack eon 13,939 
Totald exclusive GfeCro wnt Companies hen. ainncveroursaiconerentelsaneendecnces 198 , 162 
TOW COT DRIES. h rere phic RNAI aS A a Re re eS, 146, 200 
Total eC ivalian PAUIC Service. eee. uot gehen eccateaneeintetcan tte esas 344,362 


SourcE: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Newfoundland.............. 
Prince Edward Island.. 
INovatscotia! fr..... at 
New Brunswick.. 


Yukon and Northwest 
HRGETITOTIES 2 ntact ee 
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GEOGRAPHIC DISTRIBUTION OF PUBLIC SERVICE 
As of September 30, 1960 

Satirid | Pipteiunte peuess =) Cuninls = a pe Crows We craaa 

Employees Employees | and Crews | Others Companies Total 
2,767 637 260 MEATS) 4,819 6,199 11,018 
728 280 158 142 1,308 1,005 2e313 
T,919 Shel CY? 978 1,908 13,967 5,918 19,885 
5,448 1,040 180 571 73239 7,930 15,169 
25,140 4,031 529 2,044 31,744 35,131 66,875 
73,500 7,163 141 3221 84,025 43,407 127,432 
UMS LASS 46 947 10,093 16,683 26,776 
5,540 721 — 315 6,576 6,522 13,098 
9,761 2,260 13 1,012 13,046 7,411 20,457 
14,818 2,622 700 e237 19N377 T2385 26,612 
1,318 881 33 1,230 3,462 318 3,780 
2,349 — — 157 2,506 8,441 10,947 
TS7 2003 24,172 3,038 13,939 | 198,162 146,200 344, 362 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix D 


GEOGRAPHIC AND SEX DISTRIBUTION OF EMPLOYEES 
UNDER CIVIL SERVICE ACT* 


BY PROVINCES 


Male Female Total 

Newfoundland ti cc-.eeceeer ce. einer erie ces een 1,907 340 2,247 
PrinceyEdwandelsiand: seseen cee sore eee eee ee 492 116 608 
INOVa ISCO tia Meme ie Pe, coca hee cee ei ete 4,887 il 73% 6,625 
ING BUMS WICK ei yc titers cose ccs ane sree ee Metres seaeegaeentae 3,541 1,027 4,568 
LQ) UTE) oreo GR Las Es cAI G ech EAM. te nt em ch RR ee 16,442 4,725 21,167 
ONCALIO a ee een Mr eet nee 43,490 20,461 63,951 
INE AITO Delon ee es i Re es ne AR A eee irae eae 4,830 1,655 6,485 
SASK athe Wal Merete cose eA ores ee ety eas cer ete 2,605 789 3,394 
TN aYSs GWAR tn eR Sn pele perein Li RED Aa Ac MAS 5 aaeeat I dee 5,704 1,954 7,658 
British; Commibias.<:.. aap ohn Cec ee ear ee 8,915 35250 12,165 
VakOmanGduNOntinwest Nemiloriesw es is.-es ese eeen: 127 WZ 899 
EO aR ts ete ee a alee a a» MND Mi heen ho lett co! 617 181 798 
BIO CaN eet teh ae enti as ree eae eRe ON et NU RENE aT 94,157 36,408 130,565 


BY PRINCIPAL METROPOLITAN AREAS 


COURANT B Ii I LA ties 9 AS FON on TE an a Acme ert) 20,974 137822 34,796 
IWionitricall retire eye). hoe ee aiete Cantata tcctocar ene, 9,837 2,862 12,699 
OT ONLO 2. een ete eee eee mein ate it At 9,282 2,838 12,120 
WAIL COULY Clare oe eee a eee rhs ARE ek erik EIN Come ERI 5,094 1,769 6,863 
WAT PC San. erie eet ar oe tr nina tee nin el eee ae 3,815 1,353 5,168 
Laake erect acento ret ere ere en ee D023) 1,393 4,616 
{BGI OVONETUG) Oba sca aqeeetaeceee rere nmneee oe Cnn oben ee cme eG Das 973 3,570 
TONG OME O 1 ees ie Oe eet Porc gt Aer eh ee eke es oy 2,197 893 3,090 
(OYUTeLo(renst CIR 9s 8 al naan Sas neat ain Rendle Lee lad SEM EM WEN! 713 DROS 
WA CEOD alesse ica o conde each oe oe ae a eae 1,878 899 QT 


* Excludes 1,388 Student Assistants and others, certified under Civil Service Act, but not in full-time 
and official part-time positions. 


SourcE: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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DISTRICT OFFICES OF THE CIVIL SERVICE COMMISSION 


NEWFOUNDLAND DISTRICT OFFICE 


Stott Building, 
123 Water Street, 
St. John’s, Nfid. 
Phone: 7778 


HALIFAX DISTRICT OFFICE 


Ralston Building, 
105 Hollis Street, 
Halifax, N.S. 
Phone: 423-9321 


SAINT JOHN DISTRICT OFFICE 


Post Office Building, 
Canterbury Street, 
Saint John, N.B. 
Phone OX 3-2769 


MONCTON SUB-OFFICE 


Post Office Building, 

Box 548, 1005 Main Street, 
Moncton, N.B. 

Phone: EV 4-8088 


MONTREAL DISTRICT OFFICE 


1165 Bleury Street, 
Montreal, P.Q. 
Phone: UN 1-2731 


QUEBEC SUB-OFFICE 


Corner DuFort and Buade Street, 
P.O. Box 489, 

Quebec, P.Q. 

Phone: LA 2-5225 


OTTAWA DISTRICT OFFICE 
Stephen Building, 
219 Queen Street, 
Ottawa, Ont., 
Phone: 9-6-6128 


TORONTO DISTRICT OFFICE 
25 St. Clair Avenue, East, 
Toronto 7, Ont., 

Phone: WA 4-1471 


LONDON SUB-OFFICE 
388 Dundas Street, 
London, Ont. 

Phone: GE 2-2141 


WINNIPEG DISTRICT OFFICE 
Room 702, Winnipeg General 
Post Office Building, 

266 Graham Avenue, 
Winnipeg 1, Man. 
Phone: WH 3-4468 


REGINA DISTRICT OFFICE 
341 Motherwell Building, 
Victoria Avenue & Rose Street, 
Regina, Sask. 

Phone: LA 2-0289 


SASKATOON SUB-OFFICE 


309-11 London Building, 
Saskatoon, Sask. 
Phone: CH 2-7771 


EDMONTON DISTRICT OFFICE 
Room 767, 
Federal Public Building, 
107 Street & 99 Avenue, 
Edmonton, Alta. 
Phone: GA 4-0251 Ext. 293 


CALGARY SUB-OFFICE 
630 Public Building, 


Calgary, Alta. 
Phone: AM 6-3160 


VANCOUVER DISTRICT OFFICE 
Sixth Floor, 
1110 Georgia Street, West, 
Vancouver 5, B.C. 
Phone: MU 1-5251 


VICTORIA SUB-OFFICE 
Room 401, Federal Building, 
1230 Government Street, 
Victoria, B.C. - 

Phone: EV 5-6787 
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INTRODUCTION 


The new Civil Service Act was brought into force on April 1, 1962, and 
the Civil Service Commission has operated under the new legislation since that 
date. The new Regulations that were drafted after discussion and consultation 
with the various interested parties during the early part of the year became 
effective on that date as well. While it has been necessary to recommend a number 
of changes and additions in certain sections, it is evident, after some months of 
experience in their application, that they satisfactorily supplement the new Act. 
A brief description of the Regulations may be found in Appendix A. 


The program for recruiting university graduates was most successful in 1962. 
More than 2,500 students applied for full-time positions in various departments 
that require appointees with this training and about 550 were appointed. However, 
the activities of recruiting from inside and outside the service were curtailed some- 
what during the last six months of the year because of the emergency staff control 
program. Its effect was evident in the reduction of the number of competitions 
open to the public and those open to promotion within the service as compared 
with the figures for the previous year; there were 3,553 open competitions and 
5,284 closed competitions this year compared with 4,365 competitions and 6,431 
(revised figure) closed competitions last year. Nevertheless, during the year the 
Commission made 19,338 new appointments, 9,031 promotions and 1,349 transfers. 
As has been the case for a number of years the Commission had difficulty in 
filling positions that require special training or experience. During 1962 this 
was particularly true for northern service officers and hospital and health 
administrators. 


The cyclical salary reviews of all classes, except those in the postal, immigra- 
tion, crafts and maintenance group, were completed during the year. Knowledge 
gained in this part of the initial cycle showed that although some changes may 
be necessary, the four part cyclical review is generally acceptable to those 
concerned. The reviews of the salary situation that were made after April 1 
were done in accordance with the new Act and they were the subject of con- 
sultation with the appropriate staff association representatives before recommenda- 
tions for changes were made by the Commission. The staff associations under 
this new procedure receive a copy of the Commission’s recommendation at the 
same time as it goes forward to the Governor in Council. Some changes must 
be made to eliminate problems that have to do with pay and conditions of service 
which were also the basis for consultation during the year; some of these are 
described in this report. 


There were limited appeal procedures before April 1, 1962, but the new 
Act, for the first time, gave employees the statutory right to appeal decisions 
affecting promotion, salary increases, transfer, suspension, demotion or dismissal. 
Although the number of opportunities for appeal increased, no detailed com- 
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parison of 1962 with 1961 is made since the present procedure for appeals has 
been in existence only during the last nine months of 1962. An outline of the 
appeals process is included in the description of the Regulations which is in 
Appendix A. 


In September the Honourable Samuel Hughes, who had been appointed in 
1959, resigned his post as Chairman of the Commission to accept reappointment 
as a judge of the Supreme Court of Ontario. A new chairman, Robertson G. 
MacNeill, former assistant deputy minister of the Department of National Defence, 
was appointed in February, 1963. 


UNIVERSITY RECRUITMENT AND SELECTION 


Early in the year, the Commission completed its university recruiting pro- 
grams. The results were satisfactory and approximately 550 well qualified 
graduates were appointed to the service, most of whom graduated in 1962. Among 
those appointed were graduates in applied science, physical science, forestry, 
biological science, agricultural science, as well as graduates whose academic 
background made them suitable for entrance into the administrative and foreign 
service classes. 


The recruitment and selection procedures needed to meet the requirements 
of all departments for university graduates are embodied in one competition and 
are framed so that students nearing graduation, or hopeful of proceeding on to 
post-graduate degrees, are made aware of all openings within the service in their 
own fields of specialization. With careful planning and the co-operation of uni- 
versity officials, recruitment of graduates is increasingly successful. Suitable 
candidates are now found for many positions that were once difficult to fill. 


‘Most of the programs for science graduates called for the use of direct on 
campus recruitment by interview and fact-finding teams composed of departmental 
specialists and officers of the Commission. These teams acquainted faculty mem- 
bers and students with entrance requirements, interviewed interested candidates, 
and obtained information to assess the candidates’ suitability for employment. 


For the science classes and other specialized posts, only oral examinations 
were held and selections were based on an assessment of academic achievement, 
work experience, interests, activities, and personal suitability for the particular 
post. Both written and oral examinations were held for the administrative and 
engineering classes. Following the written examination, selection teams composed 
of Civil Service Commission officers and officers from the employing departments, 
visited universities across Canada, in the United States, and overseas to interview 
the several hundred Canadian students who were successful in the examination. 


Besides distributing recruitment literature and placing advertising in the 
university press and other media, the Commission again wrote to thousands of 
students telling them of the career opportunities in the fields of employment 
in which they were interested. By this direct mail approach, and with the co-opera- 
tion of the Department of External Affairs, similar information was also given 
to many Canadian students studying abroad; particularly those taking post- 
graduate studies in the United States. There are indications that this additional 
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effort was worthwhile and the Commission hopes to expand this phase of its 
activities. 

Approximately 1,000 students from the arts and science faculties of a 
number of major universities attended special experimental seminars on, “The 
Civil Service of Canada at Home and Abroad”. Each seminar was led by an 
officer of the Commission who was assisted by officers of the major employing 
departments. Because of its success with this approach, the Commission plans 
to hold more of these seminars in future, arranging them to coincide with the 
visits of the selection teams at the universities. It is believed that this timing 
has the greatest impact on the junior students to whom these seminars are especially 
directed. 


This year, special attention was given to the recruitment of French-speaking 
university students. Besides arranging seminars and distributing recruiting material, 
publicity was directed to the students of the liberal arts (classical) colleges and 
visits were made by French-speaking officers of the Commission staff to about 
30 such institutions. 


Of those who wrote the examinations in the fall for positions in administrative 
and foreign service classes, about 100 will be appointed to the service. These 
examinations attracted 1,108 applicants, a decrease of 16 per cent from the 
previous year, when 1,320 wrote the examinations. In 1960 there were 922 
applicants; in 1959, 780. 


Some 620 students wrote the examinations for civil, electrical and mechanical 
engineering graduates and 100 were appointed from this group. The number of 
applicants was about 40 per cent of all the graduating students in these three fields 
across the country. More than 250 students applied for positions requiring educa- 
tion in the physical sciences and approximately 75 of these were appointed. 
Almost one-half of those appointed had post-graduate degrees and among them 
were metallurgists, chemists, physicists, geologists, and oceanographers. 

During the year the Commission was asked to provide 90 graduates in the 
biological and agricultural sciences and 12 in forestry. Recruitment for these 
positions was extremely successful; from almost 600 applicants, 70 were 
appointed, including many with post-graduate degrees. Positions which require 
an education in the physical, biological and agricultural sciences are among the 
most difficult to fill since many of them include research duties requiring post- 
graduate training and the number of graduates is often insufficient to meet the 
country’s needs. Therefore, the Commission is pleased that a relatively large 
number of the graduates in these fields chose to accept a career in the Civil 
Service of Canada. 

Besides implementing the above-mentioned programs, the Commission 
appointed more than 100 additional graduates as lawyers, meteorologists, mete- 
orological officers, assessors, and librarians. 

For the most part, the new officers were assigned at salaries ranging from 
$4,700 to $7,000 a year depending on their university training and the class of 
work for which they were appointed. The majority received between $4,700 and 
$5,100 a year as a starting salary; rates which are consistent with those paid by 
other large employers for similar types of work. 
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SUMMER EMPLOYMENT 


The summer employment program for university students continues to be 
one of the largest administered by the Commission. In 1962, a record number of 
approximately 13,000 applications were received for some 1,400 positions across 
the country. 


Although most summer positions were filled by students in engineering and 
other sciences, for work on survey parties and field research, students in almost 
all disciplines were employed throughout the civil service in significant numbers. 


SEPARATIONS AND SHORTAGES 


The net rate of employees leaving the civil service in 1962 remained approxi- 
mately the same as in 1961. Excluding summer students, seasonal, and term 
employees, there were 12,396 separations during the year, establishing a low 
net rate of 8.54 per cent, against 12,466 separations in 1961 at a net rate of 
8.6 per cent. Including the 1,225 students, and 2,493 seasonal and term employees 
who left the service, the total figure for all separations during the year was 16,114, 
compared with 17,050 in 1961. 


There was a significant reduction in the number of employees leaving the 
service by dismissal (508), maternity (365), failure to pass civil service examina- 
tions (79), marriage (386), reduction of staff (160), completion of seasonal or 
temporary work (2,493). On the other hand there was a significant increase 
in the number of employees who left the service because they accepted employ- 
ment elsewhere (2,537), or who left without giving a specific reason (1,337). 


Personnel shortages were encountered in many classes. It was difficult to 
attract applicants for appointments to locations in the North to positions of 
northern service officers and hospital and health administrators. There was a 
lack of qualified persons for other posts including: inspecting officers, inspectors 
of stores (electronics), assessors, auditors, communicators, stenographers 
(bilingual), meteorologists, air traffic controllers-in-training, veterinarians, fisheries 
officers 1 (Newfoundland), electronics and communication engineers, land 
surveyors, pharmacologists and pharmaceutical chemists, research officers 
(forestry), farm credit advisers 1 (Quebec and Saskatchewan), economists and 
statisticians at senior levels, medical specialists, nurses, computer systems program- 
mers, staff training officers, and therapists. 


To help overcome the shortage of computer system programmers 15 positions 
are being established April 1, 1963 for training in the Civil Service Commission. 
This will provide one source of trained programmers and a possible source of 
systems analysts to meet departmental needs as they occur. 


PLANNING 


During the past year, the test development section of the Commission prepared 
189 examinations (53 in French and 136 in English) and marked 33,353 examina- 
tion papers. An electronic computer was used this year instead of the semi- 
automatic test scoring machine. This reduced the unit cost and time required to 
score objective-type examinations and provided for the preparation of statistics 
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used in the development and validation of examinations. The section continued 
to increase and refine its studies on the effectiveness of examinations for selecting 
employees. During 1962, validation studies were made of the examinations used 
for selecting air traffic controllers, meteorological observers, university graduates 
for a variety of positions, ward clerks, and coding clerks. 


The operations research and systems engineering section undertook a major 
study of the systems and procedures used by the Operations Branch which is to 
be accomplished in three phases. Phase 1, concerning the data processing, record 
keeping, and management information report requirements of the branch, was 
completed late in 1962, and the second phase, requiring the development of a 
new system, began immediately. As a result a number of new forms and procedures 
were introduced and plans are in progress to reduce the number of forms used, 
to shorten the detailed procedures required for recruitment and appointment, and 
to accelerate the competition processes. 

Personnel research was directed to the analysis of new appointments made 
in 1961, the analysis of dismissals from the civil service, and the examination 
of rates of advancement within the clerical series. In October, a research project 
covering 55 communities across Canada was started to determine what secondary 
school students in their final year of school thought of the civil service. 


CLASSIFICATION ACTIVITIES 


Under the former Act the Commission made recommendations to the 
Governor in Council on proposals for changes in departmental establishments 
before the approval of such establishments. Although under the present Act the 
Commission does not participate in decisions concerning establishments, it is 
required to classify positions which form part of the departmental establishment. 
Consequently, it continued to participate in the establishment review procedures 
but relinquished chairmanship of the establishment review committees which 
meet each year to study staff needs for the following fiscal year. Each committee 
is composed of an officer of the department concerned, and representatives of 
the Treasury Board and the Civil Service Commission. The role of the Com- 
mission’s representative on the committee is to consider classification proposals, 
to carry out an assessment of individual positions, and to recommend their 
allocation to the proper class and grade. 


During the year the Commission completed the review of 6,704 classification 
proposals put forward by departments for the 1962-63 establishment. The classi- 
fication operation is conducted each year under a system of priorities introduced 
in 1961 for dealing with classification cases arising out of establishment reviews. 
Under this system the classification work is scheduled on the basis of departmental 
appraisals of relative urgency. At the close of the year there were about 3,000 
cases on which the departments had not requested any action. 


In July and August a special classification review was completed by the 
establishment committees on the recommendations put forward by departments 
to be included in their establishments for the year 1963-64. The committees 
considered 6,886 classification proposals and recommended 5,898 changes in 
classification for approval by the Commission. Of the latter number, 2,484 were 
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recommended on condition that they be reviewed in more detail at a later date 
upon requests by the departments. 


Besides the classification cases arising from establishment reviews, the Com- 
mission conducted a substantial number of classification surveys in departmental 
units. Major surveys were conducted in the departments of Agriculture, Fisheries, 
Transport, National Health and Welfare, Citizenship and Immigration, Comptroller 
of the Treasury, Post Office, National Revenue (Customs and Excise), National 
Revenue (Taxation), National Defence, and in the Unemployment Insurance 
Commission. More than 10,000 positions were examined and adjustments in 
classification were made where necessary. A number of studies of occupational 
categories were conducted for the purpose of establishing new class specifications 
or modifying existing ones to reflect changes in functions and departmental 
organizations. Major projects of this type were completed for such groups as 
assessors, immigration officers, treasury officers, auditors, and translators. 


PAY RESEARCH 


The Pay Research Bureau was created in 1957 to provide the Civil Service 
Commission, the Government, and the major government staff associations with 
factual information on rates of pay and conditions of employment in government, 
industry, and the professions. 


The Advisory Committee on Pay Research held seven meetings during the 
year. This committee comprising both official and staff side members, continued 
to advise the Commission on the areas and classes which should be studied, the 
priority of surveys, survey techniques, and the content and distribution of reports. 
Progress reports on studies under way were provided at each meeting. A technical 
sub-committee was established to consider technical questions relating to the 
area of outside industry to be covered in developing comparative wage informa- 
tion. This sub-committee held several meetings late in the year. 


To a large extent, the information for the studies of the Pay Research 
Bureau is gathered by means of interviews with officials of participating firms and 
institutions. This approach enables the Bureau to develop a better understanding 
of the various elements in the compensation of employees and through this to 
obtain better comparisons of duties and responsibilities and pay rates. 


In carrying out these surveys, the Bureau received the wholehearted co-opera- 
tion of the employers who participated in them. This is attributable, in part, 
to the growing use by them of the confidential reports prepared by the Pay 
Research Bureau. In addition, numerous individual requests for information were 
received from employers and all levels of government during the course of 
the year. 


The Bureau continued to co-operate with other government agencies, such 
as the Department of Labour and the Dominion Bureau of Statistics, in order to 
make the fullest possible use of data gathered by these agencies. The inter- 
departmental committees which have been set up held numerous meetings at which 
problems in which the agencies have a mutual interest were discussed. Officers 
representing the three armed services, assigned to the Bureau, rendered valuable 
assistance in carrying out the Bureau’s program in 1962. 
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The year 1962 saw a continuation of the government policy of reviewing 
rates of pay for different groups of civil service classes within a two-year cycle 
and the program of the Pay Research Bureau was closely geared to the cyclical 
approach. This program has resulted in a more orderly scheduling of wage surveys 
and has reduced the time required to interview employers. 

In April, 1962, the Bureau completed a comprehensive study of the general 
salary situation as of October 1, 1961. This was a comparative analysis of 
industrial and civil service salaries. Reports were compiled on rates of pay for 
office and drafting classes and trends in rates of pay for service and maintenance 
classes. 

During 1962 the program of the Pay Research Bureau was extended to take 
in additional classes and new areas of pay research. 

Early in 1962 the Bureau released a series of reports as a result of a major 
study of employee benefits in industry and in the government service. Separate 
reports were compiled on levels of expenditures on selected employee benefits 
outside and inside the public service, the incidence and characteristics of a wide 
variety of employee benefits in industry and major features of selected pension 
plans. Later in the year a study was completed of social benefits in the armed 
services. Valuable assistance was rendered by actuaries of the Department of 
Insurance as well as officers of the Audit Services Division of the Comptroller 
of the Treasury and representatives of each of the armed services. 

A major report on the educational qualifications of certain administrative, 
scientific, and technical classes was released in March, 1962. This report also 
contained detailed tables on the distribution of employees according to class and 
grade, age and university of first degree. This study provided information to 
meet a variety of personnel needs and, among others, has been used extensively 
by the Royal Commission on Government Organization. 

A comprehensive series of tabulations was prepared on the structure of 
wages in Canada according to geographical location, size of establishment and 
other factors as a part of a study of the influence of geographic and other factors 
on the pattern of occupational rates of pay in Canada. This study has resulted 
in the development of an extensive set of wage measurements of a type that 
has not been available in the past and which can be and has been used to meet a 
wide variety of research and analytical needs. 

A survey was conducted in July and August to determine the trend in rates 
of pay for engineers. A report on rates of pay and qualifications of university 
teachers for 1961-62 was published earlier in the year. The Bureau also published 
reports on hospital classes and social workers based on the salary situation as 
it was in January, 1962. At the request of the Treasury Board, special reports were 
prepared on rates of pay of selected occupations for the salary review of peniten- 
tiary classes and on rates of pay in municipal and provincial police forces and 
the Royal Canadian Mounted Police. Reports were prepared on rates, conditions 
of employment, and personnel practices for a large number of individual classes. 
Among these were librarians, forestry officers, elementary and secondary school 


teachers, home economists and nutritionists, and executive and helicopter pilots. 
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CYCLICAL SALARY REVIEWS 


The basic features of the cyclical salary review program, under which civil 
service salary rates are reviewed in four stages over a two-year cycle, were 
described in the Commission’s report for the calendar year 1961. Reference was 
made in that report also to the review of classes for which university graduation 
was a requirement, the first group to come under review in the cyclical program. 
The Commission’s recommendations for salary adjustments for this group went 
forward in January, 1962 and were approved without change by the Governor 
in Council in the following month. The adjustments in accordance with the policy 
of cyclical review, were retroactive to July 1, 1961. 

This was the last salary revision to be effected under the terms of the 
former Civil Service Act. When the present Act came into effect on April 1, 
1962, the salary rates of clerical and administrative classes were in the final 
stages of review. An important feature of the new Civil Service Act is the require- 
ment that the Civil Service Commission, before making any salary recommenda- 
tions, consult the representatives of appropriate staff associations “from time to 
time as may be necessary”. This was done for the first time in the review of 
the clerical and administrative classes, although the Commission has, for many 
years, discussed with staff association representatives matters relating to salaries 
and working conditions generally. After the consultation process was completed, 
the Commission forwarded its recommendations to the Government and at the 
same time, on a confidential basis, to the staff associations. 

A second important difference in the new Act as it bears on pay deter- 
mination is the flexibility available to the Governor in Council (in effect the 
Treasury Board under delegated authority) in establishing rates of pay “after 
considering any recommendations made by the Commission”. Under the terms 
of the previous Act, it was generally accepted that the Governor in Council 
was empowered only to approve or disapprove the recommendations made by 
the Commission. In the case of the clerical and administrative classes, represent- 
ing the second group in the cycle and the hospital classes, representing the third 
group, the rates established by the Treasury Board, after it had considered the 
recommendations of the Commission, were different in a number of instances and 
in relation to large numbers of employees from the rates recommended by the 
Commission. 

The revised salary rates for both of these groups were announced in Decem- 
ber by the Minister of Finance in the House of Commons. The approval of the 
new rates had been deferred as a matter of fiscal policy by the Government 
but the commitment under the cyclical review program to revise the rates with 
effect from the dates of the outside rate comparisons was observed. For the 
clerical and administrative classes, the effective date was October 1, 1961. For 
the hospital classes, the rates were effective from January 1, 1962. Revisions 
for the higher administrative classes paralleled the professional revisions quite 
closely. The salary rates for some of the classes, as was the case in each of the 
groups reviewed, were left unchanged where no increase was warranted in rela- 
tion to outside salaries. 

A good deal of time was spent during the year in categorizing civil service 
classes into the four groups of the cyclical review program and in hearing the 
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views of departments and staff associations on the appropriateness of the alloca- 
tion of specific classes. As a result of its experience in the first round of the 
cycle, the Commission has found general acceptance of the four-group cycle and 
of the general composition of the four groups. 


CLASSIFICATION STANDARDS 


During the calendar year 1962, the Pay and Standards Branch has produced 
and published 28 classification standards. Of these, 19 involved restructuring of 
classes caused by internal reorganization of a department or by a change in 
concept involving a specific class function. Some 53 additional class standards 
were under preparation and are in various stages of completion. The distribution of 
approximately 13 of the 53 has been delayed because the Treasury Board has not 
authorized the salary rates recommended for the new classes. 

During 1962, a review of various techniques of class evaluation was started. 
The work of the branch on class standards and evaluation was substantially 
curtailed because of staffing limitations. 


PAY AND CONDITIONS OF SERVICE 


During the year a study was made of pay and conditions of service for 
seasonal, part-time, and casual employees to continue development of necessary 
policies and regulations. A general rate of pay was authorized for casual clerks 
which permitted a deputy head increased flexibility in the hiring of these employees. 
Previously the practice was to request authorization of rates of pay for casual 
employees in each department. 

A special section of the Regulations (Part III, “Special Rules”) was created 
so that regulations which provide for special conditions applying to certain groups 
in the service would be part of the general regulations. Compensation of employees 
in the Department of Transport who work long hours in the North, and com- 
pensation in lieu of holidays for employees in the operating service of the Post 
Office Department were approved and included in Part HI of the Regulations. 

Studies were undertaken to determine allowances that should be counted 
for purposes of calculating pay on transfer and promotion and, at the year end, a 
proposal was still under consideration. An agreement was reached regarding 
allowances paid to members of the armed forces and the Royal Canadian Mounted 
Police when such persons are appointed to the civil service, and it was established 
that allowances for additional and special duties as defined in Section 2 of 
the Civil Service Act would be counted for purposes of superannuation. 

For general holidays, the proclamation procedure under the new Civil 
Service Act works well, but this procedure was found to be cumbersome when 
dealing with the variety of civic holidays across Canada. Therefore, a regulation 
was passed permitting the deputy head to grant leave in lieu of a civic holiday, 
which would be consistent with local practices and requirements for service to 
the public. 

Certain inadequacies became apparent in the provisions for retiring leave 
affecting persons retiring for health reasons before the usual retirement age, and 
employees whose term of office expired before leave could be granted. It was 
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found that provisions governing the transfer of sick and special leave credits from 
the public service to the civil service were not fully protected, and clarification 
was needed of Section 36 of the Regulations governing the action taken by the 
deputy head after a salary increase is denied. At the end of the year the necessary 
amendments to the Regulations were in process. 


APPEALS 


In the former Act there was no express provision or allowance by implication 
for appeals by civil servants. Nevertheless, a system of appeals to the Commission 
against decisions of selection boards or against the denial of statutory increases 
developed to the point of general acceptance before the new Act made important 
substantive provisions in connection with this process. 

The new Act contains the statutory right for employees to appeal to the 
Commission against administrative decisions that may prejudicially affect their 
careers, such as promotions and transfers with or without competition. It provides, 
also, for appeals against decisions on disciplinary matters concerning demotion, 
suspension, and denial of statutory increase. In all of the above appeal actions 
the Commission makes the final decision. In addition, an employee may appeal 
to the Commission a decision of the deputy head to recommend dismissal. In 
such cases, the Commission performs an advisory role and the report of the 
Commission on the appeal is forwarded to the Government. The appeal procedures 
under the new Civil Service Act are described in Appendix A. 

During the past year the Appeals Division dealt with 631 appeals against 
proposed promotions, a decrease of 127 from the previous year. The reduction 
seems to be related proportionately to the decrease in the number of competitions. 
There were 5,284 promotion competitions in 1962 compared with 6,431 in 1961, 
and 6,192 in 1960, and the percentage of competitions which have been appealed 
has remained more or less constant during the past few years at approximately 
8 per cent. The departments of National Defence, Post Office, and Transport and 
the Unemployment Insurance Commission accounted for more than 50 per cent of 
the appeals. These agencies conducted more than 50 per cent of the competitions 
that were held during the year. Of the 631 appeals heard in 1962, 153 (24.2 
per cent) were allowed, compared with 189 (24.9 per cent) which were allowed 
in 1961 from the 758 submitted. The 153 employees were re-examined by new 
examining boards, and the standing of 35 per cent of them was changed. 

More than 25 per cent of these appeals concerned positions outside Ottawa, 
and as far as possible, these were heard in the field so that the appellants could 
appear before the Appeal Board and bring any witnesses required. In most cases 
the appellant chose to be represented by a staff association as well as appearing 
before the board. A number of appellants withdrew their appeals when they 
received replies to their allegations from the departments and in many cases 
those who appealed might not have done so if they had been given more detailed 
information concerning the results of the competition. 

The division heard 59 appeals against denial of salary increases, 9 of which 
were allowed, 41 dismissed, and 9 withdrawn. About one-third of these came 
from the Department of National Revenue (Taxation) and the rest from 12 
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other departments. Since April, decisions were made on 16 appeals against suspen- 
sion, 9 of which came from the Department of Public Works and the rest from 
4 other departments. Of these, 2 were allowed, 11 dismissed, and 3 withdrawn. 
There were 10 appeals against demotion; 6 in the Post Office Department, 3 
in the Unemployment Insurance Commission, and 1 in the Department of Veterans 
Affairs. Of these 10 appeals, 5 were allowed, 4 dismissed, and 1 withdrawn. 

During the period following the coming into force of the new Act, the 
Appeals Division heard 56 appeals against decisions of deputy ministers recom- 
mending dismissal. Altogether, 7 of the 56 were allowed, 40 dismissed, and 9 
withdrawn. The chief reasons given by a deputy minister for recommending 
dismissal fell into one of the following categories: inefficiency, unsatisfactory 
performance and negligence in the performance of duties; poor attendance and 
unsatisfactory performance because of alcohol; theft, dishonesty, and falsification 
of documents; and personal unsuitability and failure to maintain proper relations 
with other staff or with supervisors, misconduct and insubordination. The reasons 
for upholding some of the appeals against dismissal included: proof that the 
alleged misconduct was an only isolated incident; previous satisfactory reports in 
positions at lower levels indicating that a penalty more severe than demotion was 
not justified; insufficient proof of incompetence, personal unsuitability, poor attend- 
ance; or that the procedure followed in effecting dismissal was not in accordance 
with the Civil Service Act. 

During the year the Appeals Division was enlarged and procedures were 
streamlined resulting in a more expeditious handling of appeals. Efforts to reduce 
the delays in the processing of appeals are continuing. 

To assess the true value of the new appeals system it is necessary to examine 
the appeals not only in figures, but in staff morale, improvement of procedures 
for promotions and transfers, and greater care shown in the imposition of penalties. 
If, as a result, examining boards take greater care in the conduct of competi- 
tions and if senior departmental officials avoid arbitrary and unwarranted disci- 
plinary actions to a greater extent than before, the appeals system becomes 
worthwhile regardless of the number of appeals filed and regardless of the validity 
of individual cases. Although this type of benefit is often overlooked and difficult 
to measure, there is strong evidence that such an improvement has already 
taken place. 


ADVISORY SERVICES 


The Commission established the Advisory Services Branch in the autumn 
of 1960 to co-ordinate the advisory services then available and to serve as an 
advisor to departments and agencies of government for the improvement of 
management functions. The branch has three divisions for this work: the Organiza- 
tion Division, the Management Analysis Division, and the Staff Development and 
Training Division. 


ORGANIZATION 


The Organization Division provides advice on organizational arrangements 
for the distribution of functions, authority, and responsibility. 
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This function was a responsibility of the Commission acting as a control 
agency, until the new Act changed the Commission’s responsibility in organiza- 
tional planning from one of control to one of advice. Nevertheless, the services 
provided by the division have gained general acceptance and are regarded by 
the Commission as being substantially more productive in promoting effective 
organizational planning than when the Commission’s function was one of control. 

Ten major studies were completed in 1962; including studies of the Depart- 
ment of Fisheries, National Capital Commission, Post Office Department, Depart- 
ment of National Revenue (Customs and Excise), Department of the Secretary 
of State, and the Comptroller of the Treasury. Other studies encompassed the 
Geographical Branch, and Surveys and Mapping Branch of the Department of 
Mines and Technical Surveys; the departmental management structure of Northern 
Affairs and National Resources, and the role and organization of federal agencies 
in the field of public health engineering. As a consequence of an earlier depart- 
ment-wide study, an intensive study of the organization of the Patent and Copy- 
right Office was started late in 1962. Studies were in progress at the end of the 
year in the Dominion Coal Board, the Food and Drug Directorate of the De- 
partment of National Health and Welfare, the Royal Canadian Mint, and the 
Office of the Chief Electoral Officer. The division was also making a functional 
and organizational analysis of the editorial and information functions of the 
Department of Mines and Technical Surveys. 

Twenty major organization studies have been conducted since the end of 
1960, and the experience gained has confirmed the belief that such studies should 
encompass entire organizations. This permits a study to be pursued in the proper 
perspective and enables long term plans of organization to be developed 
accordingly. 

Some studies impinge upon the relationships between departments and 
agencies. For example, the study of the Department of Fisheries included an 
examination of the relationship between it and the Fisheries Research Board; 
similarly, important interagency relationships were assessed in the study of the 
Dominion Coal Board. Although all of the studies are advisory, the results are 
checked periodically to ensure that significant proposals are not overlooked, and 
to assess the consequences of recommendations that have been implemented. 
Also, and within the limitations of the division’s advisory role, means are being 
examined to give additional impetus to the implementation of agreed changes. 

During the year the division’s officers presented lectures in 11 different 
courses and conferences for public administrators, and continued a number of 
research projects, one of which concerned the impact of major electronic data 
processing installations on the organization structure of a number of large corpora- 
tions in the United States. The result of this study was published in the monthly 
bulletin of the Management Services Division of the United Kingdom Treasury. 
In June, a paper on the techniques of organization analysis was published in the 
journal of the Institute of Public Administration of Canada and an historical 
review of the evolution of the organization of the federal public service was 
published in the December issue of the same journal. 
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MANAGEMENT ANALYSIS 


The Management Analysis Division participates with officials in departments 
and agencies in analytical studies designed to provide the basis for planning, 
organization, systems and procedures, and training. 

Since 1948 approximately 550 major surveys have been made in broad 
segments of departmental administration, covering administrative services generally 
and in more specialized areas including accounting, purchasing, stores, personnel, 
and registries. Surveys involve such techniques as methods and procedures analysis, 
work measurement, forms management, records management, production planning 
and control, office layout and office mechanization incorporating electronic data 
processing. Interdepartmental surveys covering such subjects as microfilming 
services or testing laboratory services throughout government are made only on 
the request of the Treasury Board. 

There was a continuing acceptance by departments and agencies of the 
division’s recommendations based on field studies, although only 27 surveys were 
started and 29 completed, compared with an average of 39 surveys yearly since 
1948. This reduction was the result of shortage of staff and the increased emphasis 
given to the training function, at the expense of field studies but indications are 
that this emphasis made an important contribution to the improvement of manage- 
ment activities throughout the service. 

Where savings are clearly identifiable and measurable, it has been shown 
during the last seven years that for each dollar of total staff costs in the division, 
including salaries of officers and those giving direct administrative services, $12 
to $13 of annual saving results from major survey work alone. The total staff 
costs also cover a rapidly increasing amount of time given to training courses 
in management techniques for departmental staffs. Though the implementation 
of the recommendations is the responsibility of the authorities concerned, the 
division periodically follows up a survey to see if further advice or action is 
needed. Usually, departments agree to implement between 80 and 90 per cent 
of the recommendations made. 

A special report made this year summarized the findings and conclusions 
of 12 departmental surveys of transcribing and typing surveys outlining what 
has been done and what can be done to increase efficiency. This was distributed 
to all departments. 

Each year since 1956, the division has given full-time, three-week courses 
in organization and methods, and separate and specialized courses in specific 
techniques. During 1962 the division conducted the following courses: a Manage- 
ment Analysis Development Course (three weeks); a Forms Management Course 
(two weeks), given three times this year in co-operation with the Queen’s 
Printer; and a Forms Design Course for Technicians (one week), also in co- 
operation with the Queen’s Printer. Two seminars were held on project planning 
techniques and the division sponsored a government work study conference for 
three days to which several departments, the National Productivity Council, and 
the Civil Service Association of Canada contributed. 

Departmental officers joined the division for short periods and officers from 
2 provincial organization and methods units, 22 officers from 15 countries under 
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the external aid program joined the division for periods of training varying from 
2 days to several weeks. An up-to-date index and a reference section is now 
maintained for office mechanization projects and although it was set up primarily 
for officers in the division, it is used widely by departmental officers. Demonstra- 
tions of newly developed machines and equipment are arranged periodically during 
the year. 

A mimeographed “News Bulletin’, on current machinery and management 
analysis information of particular interest to organization and methods officers, 
was issued four times during the year. 


STAFF DEVELOPMENT AND TRAINING 


Operating in a two-fold capacity, the Staff Development and Training Divi- 
sion this year provided direct advice and assistance on the organization, content, 
and implementation of departmental programs, and co-ordinated courses useful 
to many, if not all government departments and agencies. 

Once again, the division operated staff development training courses and 
made its facilities available to all departments and agencies; particularly those 
which did not have sufficient training needs to warrant such activity on a con- 
tinuing basis. Courses dealing with management in general and public administra- 
tion in particular were expanded, but it is recognized both by the Commission and 
by the departments and agencies served, that the scope of this program just begins 
to meet the needs of the public service in these and related areas. The division’s 
largest advisory task this year was the development of a proposal for a training 
policy for the public service, and suggesting appropriate machinery for its 
fulfillment. 

Six different staff training programs were implemented this year. The object 
of the public administration program was to expose supervisory and managerial 
personnel to the broader perspectives, skills, and attitudes related to their role 
in the service. Employees assigned to this training had already demonstrated 
potential for increased managerial responsibility. The total enrolment for Com- 
mission courses in public administration in 1962 was 302 of which 33 were at 
the senior level, 205 at the intermediate level, and 64 in the junior administrative 
officer group. The total—more than three times that of any previous year— 
represents the Commission’s efforts to expand its activities and meet the need 
for this sort of training throughout the service. On the basis of a preliminary 
study of seven departments a further expansion of the program will be necessary 
to provide training of managerial replacements during the next few years. 

The intermediate program comprised two courses for headquarters personnel 
at Ottawa, two for personnel in the Ontario region, and one each in the West, 
the Maritimes, and Quebec. Most of the courses were residential and where 
possible utilized the facilities of the military services and universities. 

The administrative service series of training courses was designed for 
employees in the clerk 4 to administrative officer 2 category and concerned the 
direction of clerical operations, records, purchasing and materials management, 
and property and building management. Four administrative service courses, each 
two weeks long, were held for 76 employees at Ottawa and Banff. 
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Approximately 100 employees enrolled in 4 orientation courses for stenog- 
raphers with little or no secretarial experience and in 6 development courses for 
senior stenographers and other employees performing secretarial duties. During 
the first half of 1962, the Commission provided stenographic training to some 
100 clerks and typists. About 75 qualified for re-appointment as stenographers; 
the remainder were sufficiently trained to assume some stenographic duties. Sten- 
ographic training has been terminated for an indefinite period, reflecting a more 
satisfactory recruiting situation for this class of employee. 

A correspondence course in office management developed by the Commission 
and administered by the departments and agencies, was given to 1,700 employees. 
The Commission established and controlled the standards of the course as well as 
co-ordinating the compilation of course material, and advising departments on 
administration of the course. 

With the assistance and co-operation of staff training officers throughout the 
service, the Commission effected a program for departmental training officers. 
The program consisted of a two-week course in training methods for 20 officers, 
10 three-hour orientation seminars for 35 officers, and a two-day seminar on 
general training for some 50 officers. 

In most of the activities described above, the Commission was assisted by 
universities, government departments and in a few cases, provincial governments. 


SUGGESTION AWARD PLAN 


The Suggestion Award Board Secretariat entered its tenth year of operation 
this year. For administrative convenience it remains a division of the Advisory 
Services Branch, although directed and supervised by a Suggestion Award 
Board under the chairmanship of one of the Civil Service Commissioners. Members 
of this board are appointed by the government to develop policy, to make proposals 
for the application of the suggestion award system to the operations of the 
whole public service, including the armed forces, and to provide centralized 
co-ordination where required, over the expenditure for these purposes. 

In October the Treasury Board authorized deputy ministers to grant awards 
up to $200 for adopted suggestions submitted by employees whose rates of pay 
did not exceed $6,000. In the same month the secretariat activated a government- 
wide promotional campaign aimed at attracting suggestions which provide savings 
in time and material. 

A contest was held during July for an appropriate slogan to identify this 
campaign and more than 1,500 slogans were received from public servants through- 
out Canada and abroad. The English name and slogan selected for the campaign 
was EXERCISE THRIFT; “UNE BONNE IDEE” is “A good idea” THE 
SUGGESTION AWARD BOARD WELCOMES YOURS; and the French was 
OBJECTIF ECONOMIE; “A GOOD IDEA” est “une bonne idée”; L’ OFFICE 
DES PRIMES A L’INITIATIVE RECHERCHE LES VOTRES. 

There was a wholehearted response to the campaign from all departments 
and many of them did an outstanding job of promotion. Although all the results 
are not yet available it can be seen that the campaign brought an increase in 
the number of awards, and a total of 865 awards, valued at $33,549, was recorded 
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during the last 12 months. Awards are computed on a basis of 10 per cent of 
the first $1,000 saved plus a diminishing proportional quantity of any remaining 
amount of saving. A conservative estimate of the savings and other benefits 
resulting from these suggestions amounts to $593,022. The largest award was 
made to Sergeant G. W. Gibson of the Royal Canadian Air Force for proposing 
the conversion of a compass heading amplifier, now surplus to RCAF requirements, 
to meet the requirements of the TACAN (Tactical Air Navigation) fitment 
program for RCAF aircraft. Implementation of this proposal resulted in an 
estimated saving of $80,320 and an award of $1,816 was made for the suggestion. 
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Appendix A 
REGULATIONS UNDER THE CIVIL SERVICE ACT 


During the first three months of 1962, the Civil Service Commission of 
Canada continued to concentrate on the development and drafting of the essential 
regulations required to make the new Act operate effectively. This required a 
great deal of study and discussion with government officers, staff associations, 
and particularly the Department of Justice concerning the legal aspects, although 
the actual drafting of the regulations was done by the latter department. 

The scheme of the new Act, as far as authority to make regulations is 
concerned, is quite different from that of the old. In the former Act there was 
one short clause which gave general authority to make regulations, and throughout 
the Act there were numerous references to regulations which might be based 
on particular sections. In the new Act, the authority to make regulations resides 
in Sections 62, 68 and 69 and there is only incidental reference to them elsewhere. 
Section 68 lists 21 areas where regulations may be required covering such matters 
as leave of absence, hours of work, and effective dates of appointment. 

There is also authority to make any regulations required to carry out the 
purposes and provisions of the Act. Regulations under this section of the Act 
are made by the Governor in Council, following a recommendation from the 
Civil Service Commission. Sections 62 and 69 (which will be discussed later) 
give the Governor in Council authority to make regulations on its own initiative 
on five specific matters. 


LEAVE REGULATIONS 


The three weeks’ vacation leave which was once a privilege is now for the 
first time a right. Another significant change is the provision for an extra week 
of vacation leave under certain conditions, for employees after 20 years of service; 
this called “long service leave,” replaces furlough leave which under the previous 
Act, granted a period of five weeks’ leave to an employee once in his career 
at any time after he had completed 20 years of service. For employees in the 
service at the time the new Act came into force, provision has been made to 
take the first five weeks of their long service leave in the same manner as they 
would have taken furlough leave that is, all at one time. Employees who have 
already taken their furlough leave may have an extra week’s vacation leave after 
25 years of employment. 


RETIREMENT AND GRATUITY 


The new Regulations, like the old, contain provision for retiring leave, or a 
gratuity in lieu of it, but the method of computation has been changed and 
retiring leave is now computed as one week for each year of service, rather than 
one month for each five years. An employee who retires on pension with at least 
four years of service will be eligible for retiring leave, or a gratuity, computed 
on the basis of one week for each year of service, up to a maximum of 26 weeks. 
The new method is more precise and more equitable. Formerly, when an employee 
retired on a pension with 14 years of service he received the same amount of 
retiring leave as an employee who retired with 10 years of service. Now an 
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employee who retires on pension with 14 years of service will receive 14 weeks 
of retiring leave, whereas the employee with 10 years’ service will receive 10 
weeks of leave. 


An employee must have four years of service before he is eligible for 
retiring leave or a gratuity; previously he became eligible for either of these 
after two years, which was considerably more generous than industry. The longer 
waiting period is thought to be more in keeping with the purpose of retiring leave, 
which is to reward those who have made a contribution to the civil service over 
a period of time. 


Changes have also been made in the method of computing gratuities for 
those who resign from the service and are not eligible for retiring leave. Such 
an employee receives an amount equal to one half of his weekly pay for each 
year of service up to the maximum gratuity (an amount equal to 13 weeks’ pay) 
after he has been employed for 26 years. 


Also, the amount of retiring leave is no longer reduced if the employee’s 
sick and special leave credits do not equal or exceed the period of retiring leave 
that he would normally receive. 


MATERNITY LEAVE 


Women employees may receive leave without pay for a period of at least 
two months prior to an expected birth and extending to at least two and not more 
than six months after the termination of their pregnancy. The leave granted prior 
to the birth of the child can be extended or reduced under certain conditions 
and the employee can return to work before the two months are up at the 
discretion of the deputy head, provided there is medical certification that the 
employee’s health will not be impaired. 


LEAVE OF ABSENCE 


The delineation of leaves of absence with pay and those without pay is 
much clearer in the new Regulations. Leave of absence with pay may be taken 
for; 

—-sickness, if the employee has earned the credits, 


—examinations, if the employee sits for a civil service examination, 


—travel, if the employee is coming from and returning to an isolated post 
on vacation or sick leave, or 


—court, if the employee is asked to serve on a jury or appear as a witness 
before certain bodies. 


Subject to certain conditions, leave without pay may be granted when; 


—the employee is elected as a full-time officer or wishes to serve as a 
full-time non-elected officer of a civil service staff association, 


—the employee is seeking election, or is elected, to a municipal office, 
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—the employee wishes to serve in an excluded position in the office of a 
Minister of the Crown or in the office of the Leader of the Opposition 
in the House of Commons, 


—the employee joins the regular armed forces, or active service forces, 


—the employee wishes to serve in a part of the public service which is 
not under the Civil Service Act or in a position in which his salary 
would be paid from the Consolidated Revenue Fund, 


—the employee’s services are requested for a fixed period by an employer 
outside the public service, other than an employer described in the 
preceding sections, or 


—the employee wishes to further his education. 


A residual clause authorizes a deputy head to grant special leave without 
pay for any purpose not covered by the foregoing for a period not in excess of 
five weeks and for a longer period with the approval of the Civil Service 
Commission. 


PROMOTIONS AND PENALTIES 


There has been an important change in the Regulations concerning salary 
increases on promotion. Formerly, if an employee reached the maximum rate for 
his salary range on April 1, and was then promoted on July 1 to a higher class 
containing a rate which was the same as his former maximum, he would have 
to wait at this salary level until April 1 of the following year before he could 
proceed to the next step in the new range. This also happened in classes with 
overlapping salary ranges. Now the employee proceeds to the next step imme- 
diately, giving him the benefit of at least a full increase. 


The new Regulations introduce for the first time a standard scale of penalties 
for employees who arrive late or leave early without authority. Previously the 
departments decided what penalties would be imposed for such breaches of 
discipline with the result that there were variations in the practices throughout 
the service. Now, if an employee arrives late or leaves early without authority 
and the period of absence is one half hour or less, he will have his pay reduced 
by an amount equal to one half his hourly remuneration provided that it is at 
least the third time he has been guilty of such an offense in a calendar month or 
the thirteenth time in a fiscal year. 


The scale is more severe for an employee who arrives more than one 
half hour late or leaves more than one half hour early without authority. In 
this case there is no latitude and an employee will have his pay reduced by 
an amount equal to one half his hourly remuneration for each half hour and 
each additional portion of it in which he fails to comply with attendance require- 
ments. These penalties are applicable to employees who must register their arrival 
and departure times twice daily. However, late arrivals or early departures may 
be excused by a deputy head whenever he thinks it advisable to do so. 
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OUTSIDE EMPLOYMENT 


The new Regulations also spell out the restrictions with respect to outside 
employment by civil servants. An employee cannot take on any work outside the 
civil service if; 


—he exploits his acquaintance with other employees or with others with 
whom he has become acquainted while working in the service, 


—there is a conflict between this outside employment and the duties he 
is required to perform in the civil service, or 


—he makes unauthorized use of information acquired as a civil servant 
or of Crown property or facilities. 


APPEALS 


Although there were appeal procedures against decisions of selection boards 
and against denial of salary increases before April 1, 1962, the new Act, for 
the first time, gave employees the statutory right to appeal decisions affecting 
promotion, salary increases, transfer, suspension, demotion, and dismissal. 


When an employee receives notice of a promotion or transfer, he may appeal 
to the Commission within a period of one week from the date of the notice. 
All reasons for the appeal must be included in the appeal letter because these, 
and only these, will be discussed at the appeal board. If an employee wishes 
to appeal a dismissal, suspension, demotion, or refusal of a salary increase he 
must appeal within two weeks of receiving the notice stating the reasons for the 
appeal. 


When the Commission receives the appeal it sends a copy of the statement 
to the department concerned, requesting a reply to the employee’s allegations, and 
when the department submits a reply this is sent to the employee or his representa- 
tive. The Commission establishes an appeai board, fixes a date for the hearing 
and gives the employee and the department at least three days notice of the 
time for the hearing. The constitution of appeal boards is left to the Civil Service 
Commission but the number of members is fixed at three. The right of an appel- 
lant to be heard, either personally or through his representative, or both as the 
case might be, is also clearly stated. The Commission can appoint to appeal boards. 
any three members of the public. 

Usually in appeals against selections for promotion or transfer, the board 
is formed of a Commission officer as chairman, a representative of the department, 
and the employee’s representative. However, if the appellant has not named an 
association to represent him, or if there are two or more appellants, and more 
than one association involved, then the board consists of three Commission 
officers. In appeals against disciplinary actions by a department, the appeal board 
is composed of three Commission officers, who hear the representatives of the 
department and the employee. 


After the board submits a report, the Commission makes its decision, forwards 
a copy of the board’s report to the employee or his representative and a copy 
to the deputy head of the department or his representative with a statement of 
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the Commission’s reasons for the decision. In all cases, except dismissal, the 
decision of the Commission is final. 


In the case of dismissal the Commission performs an advisory function, 
and should it advise against dismissal the deputy head may accept the 
advice and proceed no further. However, if he decides to recommend dismissal, 
he must transmit to his Minister for consideration by the Governor in Council, 
the report of the Commission which is, for the most part, the findings of its 
appeal board. Dismissal is the prerogative of the Crown, and the Governor in 
Council has exclusive authority in this area. 


MISCELLANEOUS REGULATIONS 


As mentioned previously, Sections 62 and 69 provide the Governor in 
Council with the authority to make regulations on five specific matters. Firstly, 
the Governor in Council may make regulations to provide for leave of absence 
on an alternate day when a holiday falls on a day when employees are not required 
to work. For example, in the instance where a national holiday falls on a 
Saturday (which is not a working day for most civil servants) the Governor in 
Council has provided a regulation to grant leave of absence on another day, 
which has the effect of giving all civil servants the same number of holidays in a 
year. 

The Governor in Council may also make regulations to extend the application 
of the Civil Service Act to certain specified portions of the public service to 
which it does not now apply, to alter the establishments of departments, to ensure 
safe and suitable working conditions, and to establish the procedures for con- 
sultation with staff associations, as provided by the Act. 

The new legislation changes the Commission’s administrative responsibilities 
as well as increases its administrative freedom. Although there are a number of 
problems yet to be solved, none of these are insurmountable and to date relatively 
few regulations appear to require extensive amendment. It is of course appreciated 
that amendments can come to light only through usage, and a further period of 
operation is required before any worthwhile appraisal of the regulations can be 
made. Nevertheless the new Act and Regulations provide a framework within 
which the Commission can carry out its responsibilities in the best manner 
possible. 
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COMPOSITION OF FEDERAL GOVERNMENT EMPLOYMENT 
as of September 1962 


Departmental Branches, Services, and Corporations 
Employees Under Civil Service Act 


BUS TAN cr Wier Pa a Rec it rc it eh a a laa 137,298 
| ol F< ge a RO na rem BY Jay" Sena a ey eet Fe 973 
SCUCGEnt CAISSIStAING ‘sesrert cana seta. aiiae aos et eae ee ee 596 
138,867 

SSiRer salaried. Person seca seca cates aa et ee es ee 24,992 
163,859 

PIEVailinge Rate we CLsOlS Bee ae ole ha Aces co uth Aaa, ees ces 23,891 
Ship SsOUCES AN le Wis ae saga aces ee sara eae nA 3,229 
OCTET ESET Te HM @ 110 (SSS eRe MR eR Simi Pert Seti ey Sager 10,678 
Total, Departmental Branches, Services and Corporations .. 201,657 

CEO Wil C ODA TIGS. hatte ect ccs meee dd, age ee ee 142,164 
Total, All Persons, Federal Government ............................ 343,821 


Source: Government Employment and Payrolls Section, Public Finance and Transportation 
Division, Dominion Bureau of Statistics. 
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Appendix C 
DISTRIBUTION BY PROVINCE OF FEDERAL GOVERNMENT 
EMPLOYMENT 
as of September 1962 
Salaried | Prevailing Ship’s Casuals Crown 
Province Em- Rate Officers and Total Com- Grand 
ployees Persons | and Crews| Others panies Total 
Newfoundland................ 2,878 500 286 491 4,155 6,023 10,178 
Prince Edward Island... 777 257 163 112 1,309 949 2,258 
INOWa SCOUA) Sees. sac essect- 8,040 3,000 992 1,688 13,720 6,133 19,853 
New Brunswick.............. 5,471 950 188 410 7,019 7,424 14,443 
Onebee ne: 4... Fh ccBoccis: 26,096 3,881 628 1,347 31,952 35,319 67,271 
ONntanio ARS Ae Bisset: 77,360 7,109 162 2 MSS 87,369 Ale532 128,901 
INFADILOD A. center ets coos: 7,981 1,433 40 592 10,046 16,235 26,281 
Saskatchewan.................. 5,840 652 - 316 6,808 4,885 11,693 
AID eh tans Hae teetc.csh 10,169 2,442 24 975 13,610 8,062 21,672 
British Columbia............ 15,179 2,786 695 983 19,643 7,140 26,783 
Yukon and Northwest 
BNET TItOLICS:.8. tec .c%...<<.07- 1,473 881 51 881 3,286 250 3,536 
PDEOdd ocd cs iess tec, 2,595 _ — 145 2,740 8,212 10,952 
PRODAUS:. cette ciscrc das 163,859 23,891 3,229 10,678 201,657 142,164 343,821 


Source: Government Employment and Payrolls Section, Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix D 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY PROVINCE AND SEX 


as of September 1962 


All Employees Males Females 

Province % in % in 

Number % of Number Each Number Each 
Total Province Province 

Newfoundland)...7......tscisescctesessest: 2,402 tad 2,084 Qt 318 0.9 
Prince Edward Island.................... 681 One 561 0.6 120 0.3 
IN OVaES COUN tects ccavscs cette ees 6,966 Sy 5,211 SiH 1755 4.7 
INEWHBEUNSWICK...28...1....ean eee 4,675 3.4 3,654 Shel, 1,021 2, 
Quebecs 5.4 Sse 22,279 16.2 17,405 17.4 4,874 13441 
QMtanio cient eee ecco 67,277 49.0 46,281 46.2 20,996 56.4 
Manitoba. ese A ee ree 6,789 4.9 5,145 541 1,644 4.4 
Saskatchewan; ssse-< croton: B23 2.6 2,746 257 Tilt 2a 
Albettactenterccccehe neti ee 8,123 5.9 6,143 6.1 1,980 Bae. 
British Columbia... ee 125571 9.2 9,296 9.3 SOUS) 8.8 
Wukon:..2...0t costa ence eee 510 0.4 396 0.4 114 0.3 
Northwest Territories....scc.s<..c.000.- 529 0.4 449 OBS 80 0.2 
Abroad). 5.-< Paka oe atecccatecor nant 973 0.7 691 0.7 282 0.8 
Tora., All Provinces......... srs MAST DOS 100.0 100,062 100.0 37,236 100.0 


Source: Government Employment and Payrolls Section, Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY METROPOLITAN AREA AND SEX 


as of September 1962 


All Employees Number of | Number of 
Location TT Male Female 
Number % of Total | Employees | Employees 


Sted ORTNS oc. e seats ia Rien coon orem 1,286 0.9 1,053 233 
12 NITED 2. PRRRON BRPe 9) 0et, k OR E 4,816 BS) 3,401 1,415 
Saintevonn NUR s asc ees et eee nas S54, 1.0 978 376 
OUCDECECIOV.« than cee ee ain oes 2,833 Del PAWS) 714 
Nfontreal ee). 2... ..: Ace eee os ccceh actos tens 13,910 10.1 10,781 3,129 
Ortawa-ei Gln ces: 2 eee ale, 2 ee Mee ase 36,697 26.7 22,405 14,292 
TOT ONUO RS ocr scet ac MENG ICS. 2M Oe ee IBautS 9.6 10,163 2,952 
Elamat One 2. 0h eee hee tec hie 1,486 ileal 1,143 343 
KItCCHENCT= VW AlCl OO! Merete s-cttks aeernen ra: 564 0.4 458 106 
EOIN OR see oes se in es ce By) Dee} 2,239 940 
AAT OYE RYGY City Henne gt MR 02. ene SMe aPRe Eien a? oe! 1,116 0.8 960 156 
SUC BU tay este he onccs eects cits 2s ee Rereeeee 306 0.2 207 99 
WATTID CS Seated 2 Baas resco. og tev eeer aes 5,276 3.9 3,930 1,346 
Cal Cary ne ekor ater Lens: ee Unto 2,450 1.8 1,824 626 
IR dmMOntOn Ae Mate ee eed c nears eects 3,901 2.9 25855 1,046 
NV AMICOMV ERS ocean. MER va: cs ascctaceereneereees 7,060 Deil 5,236 1,824 
VACLORIAN gcd... ia ccenttemnscencaattens 2,853 Da 1,979 874 
Tora, All Metropolitan Areas............ 102,202 74.5 TASB I 30,471 
@ther Wocations.. se 35,096 25:25 28,331 6,765 


MOTAL MAIN ISOCAtIONS=:. 4h.) Lo alos 100.0 100,062 37,236 


‘SourcE: Government Employment and Payrolls Section, Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY DEPARTMENT 


as of September 1962 


Number Percentage 
Departments of of Total 
Employees Employees 

National Defence wei: 5 a.vccecneteeere tea et ae ee fp Sts 20m 
POSTEO [ICO os nk Mr he ate soe sek cod A ES ace eee eee 23,786 173 
Nat ON AIRE VENI. tear sc eotener ete ees Merete oss PRE ERCs oneSm a 13,874 10.1 
WiSTET ATS RATT AIS Hee hale. cian dcthrctae ee ete ass eer cca pe ats eee re AU, 8.1 
BLT AUTIS PO Ces, vcercrn cao toe oe IO oe RS ER cs Se 10,460 eke 
Wnemployment Insurance Commission... ieee nner 8,840 6.4 
7aNieg HOU [BTC oMRSe ACM SO APPR OPO SRE ARI NORE nn fy BRE OO Te Gn Do YS 4.5 
PUG WORKS hot ee sks tes eee occas ce tess Se 5,518 4.0 
Comptrolleroftnemireasuiyneccccet ese catncoc eet eee eee 4,294 Sel 
INationalpttealthvand Welfanen-ccesetet tees tee ee ees cee ee eee 3,053 22 
Gitizenshipran dalimmigratiOnnaesee sees eee. ones eee recesses eee eee 2.867 Dial 
Minestandmhechntcalli SUIVEVS a eecttes. centers teeter erent 2,514 1.8 
DonimionwBurcaiomstatistics eae eee eer ee 2,108 5 
Northern Afiairs and National ReSOurceS..............ccs:ccsccesscseesceeeeeees WATS) ves 
ExtenmalvA Plaines ca eset oscxe he cne ee ees eae att cou coerce rc ee eee 1,574 Wo24 
Defence:Production #5. tcc ee ee ee 1,441 1.1 
Othiersesiy: f AE ee Dx eens ies coca ecu I evens 10,359 7.6 
TOTAL ALL: DEPARTMENTS. .Sesccvcesccsstoceaottina tie cistcspesoe eee 137,298 100.0 


Source: Government Employment and Payrolls Section, Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY AGE GROUP AND SEX 


as of September 1962 


All Employees Males Females 


Age Group % of % of % of 
Number Total Number Total Number Total 


Wnders20N iersccckeacs cere 2,666 1.9 HP 0.7 1,954 Se 
DL \ oS 7 ice ie aR oh a e291 8.2 5,828 5.8 5,463 14.7 
Dae. 94) eepaapamnis Reman a OO 12,020 8.8 8,425 8.4 3,595 9.6 
BD SY) cee einen, Aeeriped Bde! 12,370 9.0 9,401 9.4 2,969 8.0 
Soy BIS) aie eeiibe, ilies. = F314] 17,417 1257) 13,185 13e2 4,232 11.4 
CA es UAL Beil eles ARR ores 23,430 17.1 18,273 18.3 Sy, 11S57/ 13.8 
7S ace, 2G) Sate Ni Mi oe 19,459 14.2 14,772 14.8 4,687 12.6 
S10) SS. Reman ines Be 14,468 10.5 10,734 10.7 3,734 10.0 
Seyi Bio earie aeay eee Lene 10,033 eo 7,614 7.6 2,419 6.5 
GOl—SO4 ec eee: 7,083 Sez 5,560 5.6 13523 4.1 
GSeandeoOvern e-e ees 1,829 153 1,543 15 286 0.8 
Age mot recorded... .+--+.-- 55232 3.8 4,015 4.0 1217 BIS 

ToraL, All Age Groups....| 137,298 100.0 100,062 100.0 37,236 100.0 


Source: Government Employment and Payrolls Section, Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY SALARY GROUP 


as of September 1962 


Number Percentage 
Salary Group of of Total 

Employees Employees 

$ 

Of 3 goer oh | Se oS | ee oe ee oe 1,003 0.7 
OO | iy A D5 bass MMe vedios ee adios oti Measiconckated ales 6,306 4.6 
72,3), any Ope 12 A Os: ee O'S Re GN: NER I 2 52 2 (BL OSI 9.7 
SROOO I=) (SS AO98 Moock coe Rs dawson te 23,247 16.9 
BROU0 == (5, SI a RAL 8h ee ROE crn eee Slits 16,873 1283 
ct) cme I ee a er er Ah a ee eG a eee Se 26,305 19.2 
Cot O10 Daan es Se ee 2 Oe Se ee we 17,269 12.6 
0 Ut ama) eee ek Se: ae Ce ae ee ae 2 te 8,411 6.1 
SP OUG = 4S SO Ee Saar cc me Be ee Bre che 5,202 3.8 
G 000 sae SASS BRE, 5c bot eet Pron ekewcden Ray ncteseocs RM. 4,767 Shea) 
GO OO iy Oe), See rie AOR ta gg 2,894 Beas 
SOU at eB isc hic Miron. Mec Renrrerngenens ETS) eo 
EUs SOO ROOD ie a ie iS Mi irc EIEN es titer tar da hem aviceneesecereeieew tei2s Les 
SOOO 8 AO sehen enshs. ba ROO A A OE ce 1,807 1.3 
ort Reet a! te a Ce ee oe Se nnn. eee eee Mne omens 993 Oxy 
Se IO eh sth ascithl tan ter Beary nena ae clued pteaadere aaron 1,107 0.8 
9500 + 1D S9O Gna) ...on samme) ote edie, scopes tee. 431 0.3 
AO OOO Srey Os 999 Yas oa I el a nesta ia aes eed sn ca RO 1,028 0.7 
USE See ON ee Se, hed ae ata te geet ah am NE at a A 791 0.6 
| tt Mean 2” 2: ES geen as a gg te ea aN oe Dela he nS TRIE 199 0.1 
13000 3 $999 e., Sea  e a ae I, See ee See... leek oe 496 0.4 
Te OOO eG OOD Fae eee TO asds cask ad Gog esas Race each! 285 0.2 
j HS 1 ls 1s ME ene ee eS RI ery UN al OER Cent Nee AIE ee oe 173 0.1 
UOROOOFSNG ONCE clot. cen th eh Mee nett eee) ee ek 156 Ont 
PBOTAD{ ALL Galaky: GlOUDS 2, 1 iae, arte i ec ee 137,298 100.0 


Source: Government Employment and Payrolls Section, Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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NEW APPOINTMENTS BY DEPARTMENT IN 1962 


War Others 

Department Service |————_|_ Total 

Preference} Males Females 
PA QWICUI (UTC scart onseme cent tare certneersusets enna e ae tioncesoeshereer 53 542 204 799 
Pita ranspOrt DOALG es etree cee ne eeree eer 72 3 1 6 
PANICLITOL CML ec ree hc cae. eta avoaone venus Sees aeeaaas — 22 1 23 
BOaALG Ol Broadcast GOVEMOLs sere eee - — 1 1 
Board of Transport Commissione?rs...............000:008 1 6 8 15 
Canadian Maritime Commnission..................-.--00++-- 1 1 4 6 
Clnef-Plectorall: Officetsetsscccgeecissccoteceev essere 6 19 24 49 
@itizenship’and: Immigration ...2-.c--.-0eescee--pe-senes--0-eee- 31 182 121 334 
CIGILESELVICE COMMISSIONS. 6-02.30: coessese ree eeseenees oct cae- 1 15 38 54 
ID CLENCSEPLOGUCHOI otek, kone eccteecevemerseneeerensn eae 12 10 95 117 
BB XHe tay AL AMR ALES feetee tee cores sucess wena sand ooeeonneeeee eeaetenesos 4 65 1B? 141 
EXtenmaleAid mice mrestesstecccsecsessereeceeere tees seerase sees Zz. ih 6 15 
TESinvel a (elotyrea pele that een anaes SRE BREAN on rvtra ace sancacet tenes 13 294 361 668 
SIS TOHICS ya Fee ais ee Ree occas es ozeccanceroravento suena eee 16 73 40 129 
ES OLS ULV so ic ah ac oS a von ae nae es Maeneys sese se sessen ssa 2 228 34 264 
Governor General’s Secretary’s Offfice..............000+ — _ 2 Z, 
* Fouse; Of COMMONS sane cccwdcovenstes cceseeetecuremescetee esis ~ 2 2 4 
TiS Ut At Ce se ee eee oa coe are aera eee eee _ 8 6 14 
InternationaleJoint Commissions: eee eee — 2 - 2 
BF UIS CIC perce hae eee ae etree tape en ee mo eee eters 2 27 39 68 
LIEN oY 001 & wel erg eee eee PD Riera eri Peay Re eR ee 2 29 60 91 
Pibrary OF Pariannent 1.5 co.cc ers eccverts agenesis _ _ 2 2 
IMimesrand sbechnicale SUrVeYS iste emcee 23 804 109 936 
iINationaliDetence sain ccotiesate eerie see 608 1,630 2,249 4,487 
INatonallbenenoy BOatden csserceeeee ere eee ees 1 5) 9 15 
INationalGalleny cress corte ree eee eens: Z 3 3 8 
National Health and Welfare....................:.cescess++e-- 32 186 198 416 
INA Clonal ei OLAL ya ete eee css oes eee ee ees 1 3 6 10 
INationaleRevemiete. occ ctr eer eee: 54 851 1,226 DEAS 
Northern Affairs and National Resources 35 256 118 409 
Post Office. Shae te cee cg ee eee 406 1,543 454 2,403 
rivive Council eee weee cc eccre cease ey eee reson cosas howe: 3 10 7 20 
PublicPAtChivess.cacuccsceseyerccisvte essere eee ee eee 1 7 6 14 
Public Printing and Statiomery.................:0sscessseees 4 27 19 50 
PUblicaWorks: 4 fate ee eae cee: 160 360 70 590 
Royal Canadian Mounted Pollice............cccceeeeeee 14 ay 157 203 
SecretarysOliState® c4..1.55,.ctry cree serie se scomeseomee rors 3 51 39 93 
® SEA C acese Peros e absssnicacea suche tuatinventececensae eadicen aes — 2 _ 24 
Mradevand Commerce i rsvp eer ee en ere ee eee 26 238 280 544 
PEE BIS OOO cocoa cavcsorccdescecsshcosd ue re oe ere OE 159 906 278 1,343 
Unemployment Insurance Commission...................- Sp) 538 610 1,203 
Weterans AtalnSs cer rete ena ee eae Sit 474 872 1,657 
"TOYA eo ee 2,046 9,461 7,831 19,338 


*Figures related to period January 1 to March 31, 1962. Since April 1, 1962 the Commission has not 
been responsible for appointments to these bodies. 
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CIVIL SERVICE COMMISSION LITERATURE 
Available from the Queen’s Printer 

CivibaServaCe-A. Ct mceterhevnncioneee -< BORE. essaiirs i css soanieedichte ds Senate MME ss Se cutees bos 35¢ 
Civil-Servies Regula tO nS —ciucsbnceunrenses ni Sembee sesame eseranimenteniteeneertagnestanesadeednniteonBaeae 35¢ 
Annual Report, TG Zips PM onsen np ouaaneen alone Set Cee eae tetanus ea 35¢ 
Civil Service EXAM ATOMS Fs te csp Hoaooancicy anes anne eusiteadacussiasaatis eae 35¢ 
F@omns Design and Control 12...18..5..:0s:diantemseasaniasan RO. eee $ 1.00 
BS SOLVIGES on. pen Me vae cae. archaea cova se-nadtcgmsladouieconmeonniagsbusencat eae eaeae 75¢ 
OTRO CAV OUE occ ectucticneccvicert vhs cm cnes nnn dtgsemebansOv owasudioncionaisase7e tite ane Ne 75¢ 
Ge. TV arta” ois cA. 5 Oe ce os ead ge coe ora Soom aarpedemonin oxtalest ince ae Si3.25 
Eramscribinpe id. | VOIne SETICES. 0.2... tiene cieacaromsnneuctbecsdsa maitre teat ae 75¢ 


Available from the Commission 


Free Recruiting Folders 


Steps to Appointment 

Service Conditions and Benefits 
Citizenship and Residence Requirements 
Veterans’ Preference 

Employee Appeal Rights 


Civil Service Employment, where Elementary, Secondary or Vocational Education 
is required 


Career Opportunities in Public Administration and Foreign Service 
Opportunities for Graduates in Engineering 

Opportunities for Graduates in Physical Sciences 

Opportunities for Graduates in Biological Sciences 

Opportunities for Graduates in Law 

Opportunities for Graduates in Library Science 


Opportunities for Graduates in Medical Sciences, Dietetics, and Social Work 
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DISTRICT OFFICES OF THE CIVIL SERVICE COMMISSION 


NEWFOUNDLAND DISTRICT OFFICE 


Marshall Building, 
127 Water Street, 
St. John’s, Nfld. 
Phone: 578-7778 


HALIFAX DISTRICT OFFICE 
Ralston Building, 
105 Hollis Street, 
Halifax, N.S. 
Phone: 423-9321 


SAINT JOHN DISTRICT OFFICE 
Post Office Building, 
Canterbury Street, 

Saint John, N.B. 
Phone: OX 3-2769 


MONCTON SUB-OFFICE 
Room 404, New Federal Building, 
1081 Main Street, 
P.O. Box 548, 
Moncton, N.B. 
Phone: EV 4-8088 


MONTREAL DISTRICT OFFICE 
1165 Bleury Street, 
Room 1038, 
Montreal, P.Q. 
Phone: UN 1-2731 


QUEBEC SUB-OFFICE 
3 Buade Street, 
Post Office Building, 
Quebec, P.Q. 
Phone: 524-4430 


OTTAWA DISTRICT OFFICE 
Excelsior Life Insurance Building, 
270 Laurier Avenue, West, 
Ottawa, Ont. 
Phone: 9-2-6128 


TORONTO DISTRICT OFFICE 
25 St. Clair Avenue, East, 
Toronto 7, Ont. 

Phone: 924-1471 


LONDON SUB-OFFICE 
388 Dundas Street, 
London, Ont. 
Phone: GE 2-2141 


WINNIPEG DISTRICT OFFICE 
Room 702, Winnipeg General Post 
Office Building, 
266 Graham Avenue, 
Winnipeg 1, Man. 
Phone: WH 3-4468 


REGINA DISTRICT OFFICE 
341 Motherwell Building, 
Victoria Avenue and Rose Street, 
Regina, Sask. 
Phone: LA 2-0289 


SASKATOON SUB-OFFICE 
310 London Building, 
Saskatoon, Sask. 
Phone: CH 2-7771 


EDMONTON DISTRICT OFFICE 
Room 766, 
Federal Public Building, 
107 Street and 99 Avenue, 
Edmonton, Alta. 
Phone: GA 4-0251 Ext. 293 


CALGARY SUB-OFFICE 
630 Public Building, 
Calgary, Alta. 

Phone: AM 6-3160 


VANCOUVER DISTRICT OFFICE 
Sixth Floor, 
1110 Georgia Street, West, 
Vancouver 5, B.C. 
Phone: MU 1-5251 


VICTORIA SUB-OFFICE 
Room 401, New Federal Building, 
1230 Government Street, 
Victoria, B.C. 
Phone: EV 5-6787 
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INTRODUCTION 


Once again a series of events has provided the Commission with new 
tasks, new situations, and new challenges. The scope of its activities was 
broadened somewhat in the field of training and in the provision of con- 
stant services to departments. To help departments assume greater respon- 
sibility in career development the Commission delegated to deputy heads 
comprehensive authority for the conduct of promotion and transfer compe- 
titions up to the more senior levels. The Commission also completed the 
first stage of a manpower inventory and introduced an appraisal system for 
senior civil servants which in a short time has been widely accepted. Special 
measures were taken to meet difficulties in staffing at the initial recruitment 
for classes in fast growing demand, such as auditors, parole officers, and 
translators, management analysts and public information officers. On the 
other hand, though there is a growing need for university graduates, their 
recruitment had to be held in check during the year because of staff control 
measures. 


In the area of pay research the Commission concluded a greater 
number of studies than ever before encompassing a wider range than it 
had previously considered. The first cycle of the pay review was completed. 
The Commission was faced with certain difficulties and anomalies that had 
arisen both in connection with pay and classification and with the intro- 
duction of the new Civil Service Act and Regulations in 1962. 


After the report of the Royal Commission on Government Organization, 
there was an increasing demand for the Commission’s advisory resources 
in management analysis and in organization studies. The Commission played 
a leading part in meeting the fast growing need for in service training pro- 
grams, especially in the setting up of an expanded course for senior per- 
sonnel and in the formation of a language school. 


New Requirements 


The creation of the Department of Industry and the decision to inte- 
grate portions of the Department of Defence Production with that of Industry 
under one minister, gave rise to numerous large and complex problems in 
the fields of position classification, recruitment and selection, and personnel 
administration. The Commission agreed to provide resources to perform the 
personnel function for the new department pending completion of alternative 
arrangements. It also agreed to the creation of a special task force to cope 
with classification, recruitment, and selection matters. Unfortunately, because 


) 
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of the extreme shortage of resources from within the Commission itself, 
only a handful of trained Commission staff could be made available. 
Through the co-operation of a number of departments, several officers were 
loaned to the Commission for short periods of time. 


Structure 


Within the Commission’s own structure, a new branch, the Advisory 
Services and Appeals Branch, was formed by combining the Advisory Serv- 
ices Branch and the Appeals Division of the Appeals and Service Relations 
Branch. 


A new office of executive secretary was formed so that general and 
procedural policies and special projects will be implemented more easily. 
The secretary’s office, responsible for the interpretation of the Act and 
Regulations, the special projects division, and the former Administration 
and Personnel Branch were made a part of the new office of executive 
secretary. The public relations activities of the Commission were expanded 
by the creation of a public relations division within that office. The new 
division provides advisory services to the Commissioners and branches and 
will help promote a better understanding of the civil service to the public 
in general as well as being the central information point regarding Com- 
mission activities. 


Special Arrangement 


A mutually satisfactory arrangement was reached concerning the hiring 
of staff for the Auditor General’s Office by the Civil Service Commission. 


The Commission appointed an officer of its staff to be at the immediate 
disposal of the Auditor General for the purpose of establishing a personnel 
division within the precincts of the Office of the Auditor General. This 
officer will not only be the Commission’s representative but will be respon- 
sible to the Auditor General for the expeditious handling of staff demands, 
staff problems, and general administrative matters. 


This appointment was made as a result of the discussions earlier this 
year before the Public Accounts Committee when the Auditor General 
requested permission to hire his own staff. 


New Commissioner 


On October 31, Mr. Jean Boucher was appointed Commissioner to 
replace Mr. Paul Pelletier who left the Commission earlier in the fall to 
become deputy minister of the Department of Veterans Affairs. Mr. Boucher 
was formerly director of citizenship in the Department of Citizenship and 
Immigration. 
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PERSONNEL RECRUITMENT 
Competitions 


The staff control measures introduced in 1962 continued to have con- 
siderable effect on the normal work pattern. In some departments these 
measures were eased early in the year creating many vacancies which re- 
sulted in a high volume of recruiting and selection activity in a number of 
specialized fields. But effective programming was difficult because the manner 
in which departments and segments of departments were exempted from 
the staff control measures at different times throughout the year, made it 
difficult to utilize the Commission’s staff resources as efficiently as might 
otherwise have been possible. 


After the sharp decline in the number of competitions conducted 
in 1962 due to the emergency staff control program introduced that year, 
there was a significant increase in the number of competitions open to the 
public and those open to promotion within the service during 1963, although 
these were still somewhat lower than in previous years; there were 4,245 
open competitions and 5,887 closed competitions this year compared with 
3,553 open competitions and 5,284 closed competitions last year. 


The number of applications received has continued to increase each 
year despite the fact that there were fewer competitions in 1962 and 1963. 
The district offices have been processing an increasing proportion of the 
total number of applications for the past two years and in 1963 approxi- 
mately half of the 200,000 applications submitted were filed with the districts. 
The increased decentralization of authority to the field offices has no doubt 
contributed to this trend. 


New Appointments to Civil Service 200... 14,750 
PLOnlouone ts Mets, (ee ee ee Kan! Ob) Cow, Toke Te 17,886 
Transters®.) Ain Vee er eis as OM one. olor LO 
DEMOUOT Sh 45> eee Ne ee 6 Ul Lh oO 
Appointments from Lay-off Status 00000000. 266 
Acting Pay"Appointments sae 95 > V2 waht 1,679 
iviiscellancous! (nye sane: BE Bins Son Ol Villani 632 

Total Number of Certificates Issued ....................... 36:277 


Approximately 40 per cent of all new appointments were made in the 
clerical and related classes; about 69 per cent of these appointments were 
females. New appointments to the professional and technical positions num- 
bered about 26 per cent of the total and 75 per cent of these were males. 
About 14 per cent of the new appointments were made in the administra- 


*Mainly adjustments resulting from class changes. 
95215—23 


8 CIVIL SERVICE COMMISSION 


tive, executive, and inspection categories; 90 per cent of these were males. 
The remaining appointments, about 20 per cent, were made in the manual, 
custodial, maintenance and service classes; about 88 per cent of these were 
males. Approximately 11 per cent of all new appointees were persons 
entitled to veterans preference for overseas service. About 25 per cent of 
all appointees were more than 40 years of age. 


Separations 
No.) % (2) 
DG Ur etree tte ies eh ee eater crete ee 12,466 8.6 
LE Pe CTE Rae Mt COREA cant Pio 12,396 8.5 
HENCE Seles te: bie aA ane aie ae oe bet Ce BRE Om Cee M226 7.8 


(1) Excludes summer students, seasonal, and term employees. In 1963 there were 1974 in 
these categories. 


(2) Based on estimated 145,000 employees in the Civil Service. 


A new reporting form for separations was introduced in June 1963. 
As a result, it will not be possible to make comparable detailed analyses 
of separations by all causes with those of the preceding year until the data 
for 1965 is compiled. However, the following items which were common 
under both methods of reporting will permit these comparisons of 1963 
separation data with data for the preceding year. 


Reasons for Separations 


1962 1963 
PUT eal thitence c cecer tee etree a tere an nora eae 913 691 
Reductiono states ee eee 160 58 


Separations for 1963 due to voluntary (or controllable) reasons 
decreased by approximately 10 per cent in comparison with those for the 
previous year and those due to involuntary (or uncontrollable) reasons by 
approximately 25 per cent. 


Lay-ofjs 

Representatives of the Civil Service Commission and the Department 
of National Defence held several meetings during the latter part of 1963 to 
discuss the impending lay-off of some 2,800 classified civil servants from 
the department and to formulate plans for their placement elsewhere in the 
civil service. 
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As almost all these employees reside outside of Ottawa, the district 
offices of the Commission will have an important role to play in this process. 
They will work closely with the personnel officers of this department and 
other government departments so that priority will be given to the reappoint- 
ment of the employees laid off to vacant positions for which they may 
be qualified. 


Test Development and Research 


Continued efforts are being made to place greater reliance on the use 
of general intelligence tests instead of culturally conditioned knowledge 
tests (this has already been achieved in university recruiting), and to 
develop technical and performance tests in closer consultation with repre- 
sentatives of the major educational and training systems in Canada. 


Increasing use is being made of short essays immediately prior to 
oral examination, particularly for intermediate and senior professional, and 
administrative positions, to introduce candidates to examining boards by 
presenting to such boards in writing, evidence of their knowledge and intel- 
lectual skill. 


A detailed study of the relationships between final examination results 
and characteristics of the candidate group was undertaken to help over- 
come difficulties of using a written exmination in the screening and selection 
of university graduates. 


In anticipation of some of the problems which will arise from the dele- 
gation to departments of responsibility for promotion competitions, plans 
have been made for a conference-training session for departmental personnel 
officers concerning written examinations. 


The main personnel research project was a survey to find the public 
image of the civil service. In the study, data was collected from some 6,000 
senior secondary school students throughout Canada. During this research 
the Commission received the co-operation of provincial departments of edu- 
cation, school boards, and high school authorities. The final stage of the 
project will be completed early in 1964. 


Special Situations 


In the classes of accounting and auditing, greater emphasis was placed 
in recruiting qualified people for the service as a whole, instead of limiting 
efforts towards filling individual positions as they occurred in separate depart- 
ments. Close working relationships were established with professional ac- 
counting associations so that their membership would be aware of employ- 
ment opportunities in the service. As an indication of the success in this 
regard, an urgent recruiting situation arose after a revision in the Excise 
Tax Act at the time of the last budget, and the Commission was able to 
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meet the expanded needs of the Department of National Revenue (Customs 
and Excise), for qualified auditors without any difficulty. 


For some time it has been difficult to recruit a sufficient number of 
well qualified translators for the Department of the Secretary of State. To 
cope with this situation the Commission intensified its recruiting activities 
and with the co-operation of the department established a new translator-in- 
training class. Discussions were also initiated with a view to decentralizing 
translating services specifically to Montreal. This is to take place early in 
1964. In addition, opportunities in this field were publicized in many edu- 
cational institutions in Quebec. The Commission feels that these develop- 
ments should considerably alleviate the shortage of qualified translators. 


The training program instituted for computer systems programmers 
was successful. Fifteen candidates from a very large group of applicants 
were selected to receive formal on-the-job training and appointment to con- 
tinuing positions in operating departments. The Commission will maintain 
an active interest in the progress of these trainees and will carry out studies 
to include validation of the testing techniques, effectiveness of the training, 
suitability of the placement, and their development in departments. It is 
expected that this program will be repeated. 


The Commission began recruiting for two new classes; the management 
analyst class, and the public information officer class. Some difficulty is 
being experienced in recruiting sufficient numbers of senior analysts to meet 
the expanding need, but recruiting efforts have been increased. The new 
class of public information officer established early in 1963 is used to classify 
positions specializing in information as a service to the public. A number 
of departments are expanding their information services and more extensive 
recruitment was undertaken by the Commission to meet the need. 


Some difficulty was also encountered in recruiting sufficient numbers 
of parole service officers for the National Parole Board. To correct this, 
another series for individuals with less formal training may be established. 
They would work in close support of some of the parole officers. 


There was an increase in the number of applicants for nearly all the 
office classes and the Commission was therefore able to meet departmental 
requirements in this area. Considerable success was experienced in meeting 
the requirements of the Department of National Revenue (Income Tax), 
for some 900 clerks and 800 key punch operators required by the new data 
centre. 

Despite extensive advertising the Commission again was unable to meet 
the demand for bilingual stenographers. The Commission is vitally concerned 
with this matter and is proposing to take concrete measures to cope with 
the situation. There is also an increasing demand for stenographers for the 
foreign service, but with the adoption of improved recruiting techniques, 
the Commission hopes to be able to meet the demands. 
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The Commission continued its study of the problems inherent in the 
classification, recruitment, and selection of technicians. The number of 
technological institutes is increasing and the scope of the courses offered by 
these schools is being broadened. Full advantage must be taken to secure 
their graduates to serve as support for the increasing number of profes- 
sionals in the service. Therefore, the Commission proposes to initiate a 
distinct program directed at the recruitment and the selection of graduates 
from technological institutes across Canada. 


University Recruiting 


The Commission’s university recruiting activities were considerably 
curtailed during the 1962-63 academic year because of staff control measures 
introduced. 


The programs for engineering and forestry graduates were suspended 
and the programs for graduates in the physical, agricultural, and biological 
sciences were narrower in scope than those of former years. 


The total number of physical science positions normally filled under 
the Commission’s program decreased by approximately 90 per cent in 
1963. However, the total number of physical science positions filled increased 
because positions in the field of meteorology, previously administered under 
a separate program, were added to the program. The results of the modified 
program were most satisfactory and qualified candidates were obtained for 
nearly all positions. 


Requirements for bacteriologists and biologists were increased last year 
from the previous year because of more activity in the Food and Drug 
Directorate of the Department of National Health and Welfare and similar 
agencies. In addition, requirements in all allied regulatory classes were added 
to the 1963 program. Consequently, this became one of the largest pro- 
grams and included research and analytical chemists, pharmacists and the 
inspection and regulatory classes of the departments of Agriculture and 
National Health and Welfare. The total number of positions open was 116 
and 97 per cent of these were filled. 


The number of junior executive officers for more than 25 departments 
and agencies, and of foreign service officers for the Departments of External 
Affairs and Trade and Commerce totalled 98, a decrease of 16 from the 
previous year. For the first time an optional, short paper was introduced to 
allow candidates to give evidence of their abilities to write in the official 
language other than their mother tongue. 


One of the continuing problems of the Commission staff is to find more 
effective ways in which both the students and the members of faculty can 
be better informed about the function of government administration and 
about the variety of careers available to university graduates. To accomplish 
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CAREER EMPLOYMENT 


University Recruitment Program for Junior Executive Officers, Foreign Service 
Officers, positions in physical sciences, bio-sciences and engineering, and 
positions as research officers in agriculture and forestry. 


30,000 


20,000 


3,000 


A 
APPLICANTS 


2,500 


2,000 


‘1,500 


1,000 


500 


100 
1959 1960 1961 1962 1963 


1. 1959, 1960 no figures for bio-sciences 
1963 no program for engineering or forestry 
3. 1963 meteorology added to the program 


REPORT OF THE COMMISSIONERS 13 


this, brochures have been published and distributed to the universities, 
thousands of students have been reached by direct mail, and recruitment and 
selection teams have interviewed students on campuses from coast to coast. 
For the first time, representatives of 21 universities visited Ottawa to spend 
a minimum of 2 days gaining information from the Commission at first 
hand, including the types of work performed by graduates during their 
early years of employment in government service. 


The increase in the number of universities, their expanded enrolments, 
their geographic dispersion, and the constant increase in the demand of the 
civil service for those with university training, have heavily taxed the 
resources of the Commission staff. Because of growth both in the supply 
and the demand for university graduates the Commission is considering 
decentralization to district offices of certain aspects of these recruiting 
activities. 


Although the increase in the number of those with university training 
joining the labour force has relieved shortages in some areas, there is a lack 
of adequately trained individuals for other areas, particularly in the physical 
and biological sciences. Considering the number now under training and the 
anticipated demands of employers, including the universities, renewed efforts 
must be made to meet this situation. 


Further efforts were made this year to attract more French-speaking 
candidates to the civil service. Approximately 1,000 additional French- 
speaking potential candidates were contacted during visits to 21 classical 
colleges. The Fédération des Colléges Classiques is co-operating with the 
Commission. The purpose of these visits is to acquaint the students at first 
hand, with the opportunities available in the civil service if they finish their 
academic training with a classical BA or if they go on to obtain a more 
specialized degree. 


Summer Employment 


The accompanying graph illustrates the extensive changes that have 
occurred during the past several years in summer employment. In the past 
decade, although the departments’ requirements have shown only modest 
increases the number of university students applying for these positions has 
increased almost 400 per cent. The majority of positions to be filled through 
this program each year require students in all disciplines, the majority in 
courses of the applied and pure sciences. 


CAREER DEVELOPMENT PROGRAM 


Manpower Inventory 


The Commission began a manpower inventory which will eventually 
become an integral part of personnel management throughout the public 
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SUMMER EMPLOYMENT 
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service. It is intended that the inventory will be fully automated and will 
provide a basis for planning recruitment and selection programs, training 
and development programs, classification studies, pay studies, and personnel 
research studies. The record will be available for use by all departments and 
agencies. 


The first experimental stage of the inventory, involving approximately 
1,600 senior civil servants, was completed and selected data placed on 
punched cards. Substantial benefits of the system are already quite apparent 
and further benefits are expected when the data is completely coded. The 
Commission is now collaborating with other interested agencies in the setting 
up of a standard guide for the compilation of personnel statistics by depart- 
ments and agencies and it is hoped that the guide will be tested and avail- 
able to departments by 1965. 


Appraisal of Senior Personnel 


A further significant development concerning personnel management 
at the senior level was the introduction of an appraisal program for senior 
personnel. In developing the program special attention is being given to 
the personnel needs, the selection practices, and the criteria for promotions 
and transfers in a career development pattern. Such planning and co-ordina- 
tion, in anticipating and in filling vacancies at these levels, either through 
promotions, transfers or outside recruitment will ensure that full attention 
is fairer to the overall interests of the service, and that the best use is made 
of existing staff resources. 


The Advisory Panel on Senior Appointments formed in 1957 and now 
composed of the three Civil Service Commissioners, the Clerk of the Privy 
Council, the Secretary of the Treasury Board and six deputy ministers assists 
the Commission in meeting these objectives. The regular meetings of the 
panel provide the Commission with an opportunity to discuss the adminis- 
tration of the senior classes with these officials and to obtain their views 
on specific appointments, promotions, or transfers that may be under 
consideration. 


The appraisal system is designed to provide a more effective filling 
of vacancies and a better planned selection of officers for key appointments 
and for career development, without detracting in any way from the appli- 
cation of the merit principle. The program includes a cyclical appraisal of 
all employees in the classes where the maximum salary is $13,100 a year 
or more. This involves some 2,000 officers and will require interviews by 
boards consisting of high-ranking officials. 


The appraisal program has been widely accepted. Already it has been 
effective in the selection of staff to fill current senior vacancies, some of 


which were at the assistant deputy minister level. The Commission is con- 
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fident that the program will continue to provide greater flexibility in the 
administration of senior personnel. 


Delegation of Authority for Promotions and Transfers 


Although the Commission has the statutory responsibility for recruit- 
ment, selection, and appointment to positions in the civil service, and for 
promotions and transfers within the service it is desirable that there be a sub- 
stantial degree of delegation of the processes of promotion and transfer 
to departments, if staffing requirements are to be met promptly and if depart- 
ments are to assume responsibility in personnel management to the degree 
that they should. During the past decade, there has been a gradual shift of 
authority for conducting promotion competitions to departments, subject 
to the supervision and audit by the Commission. 


In October 1963 the Commission delegated full responsibility to deputy 
heads to conduct promotion and transfer competitions up to the more senior 
levels. Under standards set by the Commission departments may now conduct 
such competitions, open to their employees, to fill positions up to a maxi- 
mum salary of $13,100 a year without reference to the Commission. Further- 
more, with the approvial of the Commission, departments can conduct 
similar competitions for positions above this level or inter-departmental 
competitions for departmental classes (that is, classes which meet the needs 
of a single department, rather than the whole civil service). Under such 
delegation, departmental management must of course adhere to the pro- 
visions of the Civil Service Act and Regulations. 


The delegation of promotion and transfer action to deputy heads has 
been made as complete as possible and will permit departments to operate 
with a minimum of delay and to manage their own staff with greater respon- 
sibility and efficiency. The Commission will maintain liaison with depart- 
ments and conduct periodic reviews to ensure the observance of statutory 
provisions and the maintenance of broad common standards, and to advise 
departments on ways and means to improve their administration in this 
area. 


The facilities of the Commission will continue to be at the disposal of 
departments and agencies, particularly those with small personnel offices. 
The Commission will also be prepared to assume direct responsibility, if 
requested by a department, to meet any special requirement. 


The Commission also gave increased authority to its district repre- 
sentatives so that the recruitment, selection, and appointment processes could 
be speeded up at the district level and the service improved especially 
for those departments that have decentralized their personnel operations. 
District offices thus now have authority to make appointments for most posi- 
tions in their areas which have a maximum salary up to $11,800 a year. 
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Staff Training 


Operating in a three-fold capacity, the Staff Development and Training 
Division again provided advice on the organization, content, and implementa- 
tion of departmental programs, provided assistance to departments in the 
Operation of their staff development training courses, operated specialized 
courses to satisfy the training needs of government departments and agencies, 
and courses of a general nature which were of value to employees in all 
departments. 


During 1963, there was not only an increase in the requests by depart- 
ments for advice on the organization of staff and the operation of training 
programs, but the nature of the advice changed. In 1962 emphasis was on 
training provided by facilities outside the civil service, this year the emphasis 
was on training within the civil service. 


The Commission advised and helped the development of departmental 
courses, such as the small business training courses of the Department of 
Trade and Commerce, and the supervisory training courses in the Department 
of Northern Affairs and National Resources. A training program for super- 
visors was also introduced in 1963 to provide for the needs of smaller de- 
partments which do not have a training establishment. Fifteen departments 
and agencies have used this program for the training of 115 first-line super- 
visors, in the role of the supervisor. This is a program in which the super- 
visors who attend, participate and determine its nature and schedule for 
their own group. 


Enrolment for Commission courses in administrative, supervisory, secre- 
tarial, and orientation courses trebled during the year for a total of 1,098. 
In addition, 1,600 employees enrolled in the correspondence course in 
Office Management. These courses cover subject matter of common interest 
to departments and agencies, and can be conducted more economically on 
a central rather than departmental basis. 


On the recommendation of the inter-departmental committee on senior 
training the senior course in administration, conducted for the past 10 years 
as a one-month course was planned for an expanded 17 week curriculum. 
The first of the new series is scheduled to begin in February 1964 with 30 
senior employees attending. 


The headquarters intermediate courses in administration were extended 
from two weeks to three weeks with an increase in the number attending 
these courses, and an increase in time devoted to each course. 


Since April 1963 the Commission has published a quarterly bulletin 
of staff training activities in the public service. Departments and agencies 
have been co-operative in providing information for the bulletins, which 
outline events and trends in the field of training throughout the service 
for the guidance of training officers. 
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Language Training 


During 1963 the Commission studied the problem of language training 
for government employees and started to make arrangements for a train- 
ing period to begin early in the coming year at a new language training 
school. Early in the planning stage the Commission realized that although 
several methods exist, official sponsorship should be reserved for a type of 
training that would follow a scientifically proven method and be conducted 
by professionally trained instructors. It also had to be a method best suited 
to the needs of the public service in that it was one designed for teaching 
adults and one that could be adapted to cover a variety of working 
conditions. 


As resources meeting these qualifications are extremely scarce the 
Commission found it necessary to start the program on an experimental 
basis with a view to developing gradually, sound courses and a highly 
qualified team of instructors. Initially two classes will be started, one of 
English speaking civil servants learning French and one of French speaking 
civil servants learning English. Other classes (either full-time or part-time), 
will be started as experience is gained in this type of training in the service 
and as facilities develop. Similarly, departmental plans for decentralized 
training will receive the Commission’s assistance as resources become 
available. 


CLASSIFICATION 


Class standards produced by the Commission consist of a general 
description of duties and responsibilities and a statement of the qualification 
requirements for the various grade levels within each class. These are used 
to perform personnel functions such as position classification, evaluation, 
and selection. 


The Commission early in the year decided to delegate to departments 
much of its work relating to promotion. It was essential, therefore, that 
appropriate standards of qualification requirements be provided to the depart- 
ments at the same time. The Pay and Standards Branch was directed to 
accelerate its program of class studies so that standards or guides for the 
classes mainly concerned in the delegation of authority would be available 
for departmental use. 


During the year, the objectives which were designed to produce quickly, 
if somewhat imperfectly, class standards in connection with the delegation of 
authority to departments for promotions, were largely achieved. Standards 
for 312 classes, involving approximately 58,100 employees were published, 
which added to those previously produced make a total of 392 completed 
standards covering approximately 79,300 employees. There remain 288 
classes involving approximately 60,700 employees which are scheduled for 
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examination in succeeding years. Now that standards are available for a 
major sector of the service it will be possible to conduct future reviews 
more carefully and consequently the rate of production will be more normal. 


Of the total number of standards prepared, 53 were revisions of former 
standards, 226 were for classes for which no formal standards were avail- 
able, and 33 were for new classes or classes for which a need for a change 
in class structure was apparent. In several instances the necessity for revision 
became evident as a result of major studies conducted on the auditing 
classes, the clerical classes, the management analyst class, the national 
gallery officer class, the personnel officer class, and the public information 
officer class. Most of the new classes replace old ones that were out of 
date in concept or in structure. Several of these, notably the management 
analyst, personnel administrator, and public information officer classes pro- 
vide conditions which favour the implementation of certain recommendations 
of the Royal Commission on Government Organization. 


Besides major class changes, a number of minor alterations were made 
which were not substantive in nature, for example, the assignment of more 
appropriate class titles or re-numbering the grades in a class. In this area 
some difficulties have resulted from a difference in interpretation of the 
Civil Service Act. The Act authorizes the Commission to divide, combine, 
alter, or abolish any classes or grades. However, the establishment of a 
department may not be changed without the approval of the Governor in 
Council. The view of Treasury Board, to which has been delegated the 
authority vested in the Governor in Council in establishment matters, appears 
to be that a grade or class alteration of virtually any nature would alter a 
department’s establishment and would thus require the Board’s concurrence 
prior to implementation. The Commission, on the other hand, has held the 
view that a department’s establishment, which is primarily a matter of 
numbers of positions and salaries, is not substantively altered by the change 
of a title of a class or by a re-numbering of grades in a class. 


One of the important reviews was that of the personnel officer positions 
which resulted in the establishment of five grades of personnel administrator. 
An evaluation of some 300 positions relating to the new personnel adminis- 
trator class and an evaluation of the qualifications of nearly 300 persons 
currently engaged in personnel work was made. Departmental directors of 
personnel co-operated in this major undertaking and the Department of 
National Defence seconded to the Commission one of its senior officers to 
assist in the realization of this program. By the end of the year, the classifi- 
cation of positions had been substantially completed and the evaluation of 
incumbents had begun. It is expected that the program will be completed 
early in 1964. 


Another occupational group reviewed was that of treasury officers and 
two new classes treasury officer and treasury accountant were approved 
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and they are now being put into effect. This classification review involved 
575 positions. 


In several departments there were reorganizations which required classi- 
fication reviews by the Commission. One such review was made after a major 
reorganization in the Post Office Department. This entailed a classification 
review of all branches and divisions of the 14 district offices, and of the 9 
major post offices, and the establishment of a Management Audit Branch. 
Following a decision to integrate some 200 primary inspection positions of 
the Department of Immigration and Citizenship and the Department of 
National Revenue (Customs and Excise), the Commission made a classifica- 
tion review of these. 


PAY 
Pay and Conditions of Service 


Throughout the year the Commission was engaged in a number of 
projects dealing with pay and conditions of service. A study was undertaken 
of casual, part-time, and seasonal employment to ensure uniform use of these 
categories throughout the service. A study of allowances was made to estab- 
lish which allowances should constitute part of an employee’s pay for purposes 
of establishing his pay on transfer or promotion. A study was also made of 
steps taken in other public agencies to remove those factors which con- 
tributed to the excessive use of sick leave. It is expected that this study 
will prove useful and that it will be possible to coordinate it with a similar 
sick leave survey being made by the Treasury Board staff. 


In certain highly specialized classes, unusual conditions necessitate 
special provisions for the employee’s advancement within his grade. Em- 
ployees in the classes assistant professor, associate professor, and professor, 
may now be granted increases on their normal salary increase date, to any 
of the pay rates for their grade. Before a grant of an annual salary increase 
there must be a recommendation from the Canadian Services College 
Faculty Review Committee, based on such factors as academic training 
and demonstrated competence. The Commission established a new class 
principal scientist in recognition of the exceptional nature of the duties per- 
formed by an employee to whom the Commission upon recommendation of 
the inter-departmental Scientific Appraisal Committee has given the title of 
Principal Scientist. However, the class cannot be used as the Treasury 
Board has not yet authorized rates of pay which the Commission recom- 
mended on July 4, 1962. 


In the pay field, two major amendments of the Regulations were passed. 
Provision was made to ensure that, when an employee is promoted on a day 
an increase would have become due him in his old position, he will imme- 
diately benefit financially by his promotion. The Regulations had not pro- 
vided for the determination of the next increase date of an employee who 
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has been on leave without pay in excess of two months or the next increase 
date of an employee who has been denied an increase. They were therefore, 
amended to correct this deficiency. 


Amendments dealing with conditions of service were of somewhat 
restricted application. These included provision for war service to be counted 
as part of an employee’s continuous employment where the employee had 
resigned from the public service to enlist in World War II or in the Korean 
Forces and became employed in the civil service within six months following 
his discharge from the armed forces or from hospital. During the year it 
was found that, where a person in the public service was to be appointed 
to the civil service, his services were sometimes required before he could 
be granted vacation leave which he had earned in the public service. Pro- 
vision was made for him to be granted, under such circumstances, addi- 
tional leave in the civil service equal to the amount of the vacation leave 
he had been unable to take. 


The Civil Service Act makes no specific provision for the loan or 
secondment of an employee. The need became apparent for a regulation 
which, under certain conditions, would provide for personnel action which 
would have the same effect. A Regulation was introduced to permit a grant 
of leave with pay where the services of an employee were required for a 
Commission established consistent with the Industrial Relations and Disputes 
Investigation Act, for the Bilateral Aid Program of the External Aid Office, 
or for an international organization in which Canada is a member. Previously 
there was no provision for seconding an employee to such agencies. At the 
year’s end, a number of amendments in the areas of pay and conditions of 
service were in process and a comprehensive review of the Regulations had 
been made. Following implementation of the deficiencies revealed in this 
review, most of which are minor in nature, the Commission hopes the 
Regulations will require amendment only to implement new or changed 
provisions. 


While much was accomplished during the year, certain matters dealing 
with pay and conditions of service continued to be troublesome. This was 
in part due to the need to work out new procedures necessitated by the 
provisions of a new Act. Situations of this nature arise not only where there 
is a substantive change from the old Act but also where the wording of the 
Act requires that a different procedure be followed to give the same effect. 
Under the old Act, provision for increase periods of other than one year 
was made in the instrument establishing the rates of pay for the class or 
grade. While increase periods continue to be considered when pay rates 
are set, under the new Act provision for increase periods of other than a year 
is made by regulation. This has resulted in the Regulations being amended 
on an average of three times monthly for this purpose alone. The Com- 
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mission is endeavouring to find a means of eliminating the requirement that 
such increase periods be specified in the Regulations. 


The Commission was concerned to learn that due to an interpretation of 
the Act it may not be possible to establish under authority of section 12 
of the Act special rates for employees on the grounds that any special rates 
established must be applicable to the whole grade. The Commission fears 
therefore, that it will be unnecessarily restricted where there is an evident 
need for a special rate for particular circumstances or where there is need 
for more than one scale of rates for a grade as would be the case should 
the government contemplate zone pay. An opinion is being sought from 
the Department of Justice, on the proper interpretation of the Act in this 
regard. 


A number of departments are encountering difficulty in meeting the 
terms of the Civil Service Holiday Regulations which provide for another 
day of leave with pay for an employee when a holiday falls on his rest day. 
It is their contention that it is not always practicable for such leave to be 
granted and that there should be provision for cash payment in lieu thereof. 
The terms of the Act, however, prohibit such a provision. Difficulties are 
also being encountered with respect to the Civic Holiday. In order that the 
same conditions would apply to the Civic Holiday as apply to other holidays, 
it would be necessary, pursuant to the wording of the Act, to specify each 
Civic Holiday observed throughout Canada. This has proved impractical and, 
instead, provision has been made for leave with pay on the day observed 
as a Civic Holiday in an employee’s community. If the employee works on 
the Civic Holiday he must be granted another day of leave and cannot be 
granted additional cash payment in lieu thereof. This situation has increased 
the problems of departments where it is necessary to obtain replacements 
for employees on leave. 


Casual employees are not paid for holidays on which they do not 
work. The Commission has found this provision to be unsatisfactory, par- 
ticularly in its application to university students and graduates employed 
during the summer. Through its university summer program, the Commission 
hopes to attract a high calibre of employee who will evenutally seek per- 
manent employment in the service. It considers that reduction of an 
employee’s pay for holidays not worked places it in an adverse position with 
respect to other employers competing for the students’ services. Since 
students had not been informed that such deductions would be made in 
1963 special authority was provided to pay students for holidays during 
that year. There is every indication, however, that the Commission’s pro- 
posal for a continuation of this authority will not be granted. 


Aside from difficulties which can only be solved by amendment of the 
Act, the Commission has encountered problems which have resulted from 
conflicting views regarding the responsibilities of the Commission in certain 
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areas. The payment of shift differentials is a case in point. In the Com- 
mission’s opinion, a shift differential constitutes an element of pay and that 
therefore any responsibility which an organization may have in respect of 
pay determination should encompass shift differentials. The terms of the 
Act, however, have been construed as making no provision for shift differen- 
tials and, as a result, they are now being established pursuant to the Finan- 
cial Administration Act. The Commission believes that it should make 
recommendations on shift differential as it does on pay. 


Pay Research 


Information on rates of pay and conditions of employment in all levels 
of governments, industry, and the professions was provided for the sixth year 
by the Commission’s Pay Research Bureau for the Commission, the Govern- 
ment, and the major federal staff associations. Last year the bureau produced 
its largest number and variety of confidential reports to meet increased 
demands for information used in the formulation of pay policy and discus- 
sions of pay problems. In addition, it continued to carry out various research 
and exploratory studies designed to maintain the technical quality of its 
work. 


The bureau performed its work in close co-operation with the Advisory 
Committee on Pay Research composed of a Civil Service Commissioner as 
chairman, representatives of the departments, the Treasury Board and the 
staff associations. The committee advised the Commission on the areas and 
classes to be studied, the priority of surveys, survey techniques, and the 
content and distribution of reports. This close co-operation was intensified 
through the activities of sub-committees composed of the technical advisers 
to the members of the main committee. 

There was also continuing contact and co-ordination with the Depart- 
ment of Labour and the Dominion Bureau of Statistics to make the fullest 
possible use of the data gathered by these agencies. 


Valuable assistance was rendered by officers of the Department of 
Transport and the Comptroller of the Treasury who were seconded to the 
bureau to take part in studies of electronic, engineering, and laboratory 
technicians and of accountants and auditors. Officers representing the three 
armed services assigned to the bureau assisted greatly in carrying out the 
bureau’s program in 1963. 


The information for the Pay Research Bureau studies is gathered in 
part each year by means of interviews with officials of several hundred firms 
and institutions. This direct approach enables the bureau to develop an under- 
standing of the compensation paid employees in the private sectors of the 
economy and to achieve a high degree of accuracy in comparing the duties 
and responsibilities of positions in the civil service with those of positions 
outside the service. 
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In carrying out its surveys, the bureau received excellent co-operation 
from private employers who showed great interest in the special confidential 
reports prepared by the bureau for survey participants and in the central 
point of reference concerning rates of pay and conditions of employment 
of federal civil servants which are provided. 

Besides its regular service for the Commission the bureau carried out 
a wage survey on behalf of the Saint Lawrence Seaway Authority and co- 
ordinated its survey of engineering and scientific classes with those of the 
National Research Council to reduce the time required by respondents par- 
ticipating in both surveys. These surveys were made at the same time as 
the regular surveys. 

The bureau’s program was closely geared to the cyclical review and in 
May it released a report on the general salary situation as of October 1, 1962 
containing a general analysis of trends of earnings in industry and in major 
class groups of the civil service. The report also contained a comprehensive 
study of the occupational environment and rates of pay of technicians and 
comparative information on rates of pay for certain maintenance, service, 
and office classes. 

A comprehensive report was compiled on rates of pay, as of July 1, 
1963, for engineers, chemists, geologists, economists, and statisticians. Reports 
were prepared on a number of classes such as translators, patent examiners, 
and teaching staffs in a number of Canadian universities. Reports were 
also issued on hospital classes and social workers based on the salary situa- 
tion as of January 1963. 

A number of special studies were carried out as a result of requests 
from the Preparatory Committee on Collective Bargaining and a senior 
officer of the bureau was on loan to the committee for several months. 
Among the bureau studies of value to this committee was an analysis of 
staff association membership in the public service of Canada. 

In June 1963, the bureau released a report on the composition of the 
civil service as of September 1962. This study, the second of its type, analysed 
the civil service in terms of such factors as departmental distribution, occu- 
pational groups, class structure, and salary level and provided comparisons 
between certain characteristics of the civil service and paid workers in the 
labour force as a whole. A study currently in progress will deal with the 
educational and other qualifications of employees in a large cross-section of 
administrative, scientific, and technical classes. 

A major study nearing completion as the year came to an end was 
a comparative examination of employee benefits in industry as of July 1, 
1963. This study, the second of its type carried out by the bureau, is con- 
cerned with the measurement and analysis of employer expenditures on 
selected employee benefits. It will also provide information on the incidence 
and characteristics of a limited number of benefits. 
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Cyclical Salary Review 


The cyclical salary review program consists of an examination of civil 
service salaries in four stages over a two-year period. By the end of 1963, 
all four stages in the first cycle had been completed and preliminary steps had 
been taken for commencement of the second cyclical review. On the whole 
the Commission thinks it has been successfully introduced and the general 
acceptance of it by departments and staff associations augurs well for its 
continued success. During 1963, the fourth stage of the cyclical salary 
review, namely a review of the service, postal, customs, operation and 
maintenance classes, was completed. Following consultation with staff asso- 
ciations the Commission submitted recommendations to the Government 
with respect to the rates of pay for grades and classes in this group. In 
making its recommendations the Commission was guided by the principles 
set forth in section 10 of the Civil Service Act. In July new rates of pay, 
which differed for a number of classes from the Commission’s recom- 
mendations, were approved for a large number of grades to take effect 
October 1, 1962. 


Because of the rapid changes occurring in the salaries for hospital 
classes outside the service, these classes, representing the third stage in a 
cycle, have been reviewed annually. Before the review was completed it was 
necessary to implement an immediate adjustment of pay rates for some of 
the lower grades of nursing to provide for the recruitment and retention of 
staff. Recommendations for the balance of the hospital classes and grades 
were submitted to the government, including a proposal that some pay rates 
remain unchanged. The new pay rates were implemented with effect from 
January 1, 1963. 


In a few instances it was necessary to deviate from the review program 
and conduct a separate examination of the rates of pay for a particular 
class or grade. It was imperative to study the class air traffic controller to 
provide compensation more in keeping with the heavy responsibilities peculiar 
to the class. New rates of pay were made effective April 1. Also, during the 
year there were not enough translators and interpreters in the service. 
Therefore, to recruit and retain such employees, the rates of pay for these 
classes were reviewed in advance of the other classes in the professional 
group, and new rates of pay took effect from July 1 which was the same 
effective date for the rest of the classes in this group. A new class, translator- 
in-training, was established to assist in meeting the requirements for trans- 
lators. Deviation from the review program was also necessary for the few 
classes that did not lend themselves to the program. Separate studies were 
necessary for the classes executive pilot, dockyard supervisor, and printing 
and stationery officer and during 1963 studies of these classes were com- 
pleted and new rates of pay were established. 
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On completion of the first cycle, all aspects of the review program 
were studied, particularly the criteria established for determination of the 
classes which should be reviewed in each group. However, it was decided 
there should generally be no change in the grouping of classes for the second 
cycle which commenced July 1, 1963. This decision was influenced by the 
task being undertaken by the Preparatory Committee on Collective Bargain- 
ing in this area. 

One major problem continued to receive the Commission’s attention. 
Civil service pay rates are usually established on the basis of comparative 
rates in effect outside the service on a certain date. Since outside rates must 
first be collected and studied before civil service rates can be established, 
it becomes necessary to approve the new civil service rates retroactively so 
that they will coincide with the date on which the outside rates were based. 
As a result, adjustments must be made in an employee’s pay for this retro- 
active period. This presents no problem unless the employee has been 
transferred or promoted during that period. The Commission is, however, 
not satisfied with the procedure which is now followed to adjust an employee’s 
pay when he has been transferred or promoted during the retroactive period. In 
such circumstances, on the instructions of the Treasury Board, an employee’s 
pay is adjusted as if the new rates of pay had actually existed at the time 
he was promoted or transferred. This can result in a number of anomalies 
such as payment of an employee at a lower rate in the range and the failure 
of an employee to receive the full benefit of a revision. The Commission is 
endeavouring to find a method of implementing new pay rates which will be 
more equitable. 


| CONSULTANT SERVICES 
Management Analysis 


This division is a management consulting service for the use of all 
government departments and agencies. The division is made available on 
the request of departments and agencies for consultation and for making 
surveys in particular problem areas. It also gives training courses in manage- 
ment improvement techniques to departmental staffs as requested. 


The impact of the report of the Royal Commission on Government 
Organization resulted in a greater demand from departments and agencies 
for the services of the Management Analysis Division. At the beginning of 
1963 at the request of the Government in line with the recommendations 
of the Royal Commission, the division made a survey of all departments and 
agencies and the results showed that approximately 3,000 employees could 
benefit from a training course in management improvement techniques. 
Therefore, the division in co-operation with the Staff Development and 
Training Division immediately intensified training activities, providing 36 
courses for 650 senior and intermediate officers, in comparison with 8 
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courses in 1962. These courses varied in length from one day to six weeks 
and covered a wide variety of subjects such as organization, procedures, 
and methods analysis; work simplification and measurement; forms design 
and management; office mechanization, including electronic data processing; 
project planning and advanced mathematical devices for planning and control. 
The 21 officers of the Management Analysis Division and officers from the 
Staff Development and Training Division collaborated to conduct this train- 
ing program. The staff of the Management Analysis Division conducts 50 
per cent of the training. Although it uses experts from other government 
departments and from management consultants for the balance, the division 
staff has special knowledge of management improvement techniques and has 
experience in both government and industry. It is expected that this inten- 
sive training will continue for at least two more years. 


Fifty officers from governments of other countries were in the division 
during the year, for periods varying from one day to four months, to study 
its operations and to obtain training in management improvement. Two 
officers of the division were loaned to the United Nations Organization to 
do management improvement work in other countries. 

Although some departments and agencies have set up units of their own 
to specialize in management improvement studies, especially since the report 
of the Royal Commission on Government Organization, requests for surveys 
by this division remained at about the same level as last yar. During 1963, 
25 major surveys were started, compared with 27 in 1962 and a yearly 
average of 39 since 1948. Because more time was allocated to training, 
several other surveys were delayed until 1964. One hundred and five minor 
surveys were requested and completed compared with one hundred last year. 


These surveys cover not only organization, procedures, and methods 
analysis generally, but electronic data processing; work measurement and 
standards; records and forms management; accounting, purchasing and 
storeskeeping; personnel records, office services and layout; operations re- 
search and its related mathematical and statistical techniques. Two surveys, 
probably reflecting the effects of the Royal Commission report, were made 
to develop and to install departmental budgetary control systems. As in 
previous years, the acceptance and implementation of recommendations 
continue to level out over a few years at between 80 and 90 per cent of 
those made as shown in the following graph. 


There were more than 600 inquiries for information on management 
improvement and on office machinery and equipment compared with 400 
last year. This increase may be due to the effects of the Royal Commission 
report and the growth of management improvement services in departments. 
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BASED ON A REVIEW OF PROJECTS AS OF DECEMBER 31, 1963 
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Organization 

The Organization Division provides a consulting service to federal 
departments and agencies on large-scale organization problems. The division 
conducts studies only on request; the demands for assistance are a conse- 
quence of the division’s reputation for offering sound advice on complex 
organization problems. 


Two significant trends were noted by the Organization Division during 
the year. The first was the increase in the number of requests from agencies 
which are not subject to the Civil Service Act, such as the Centennial Com- 
mission, the Senate, and the House of Commons. The second was the increas- 
ing involvement by division officers in establishment control and personnel 
problems when they make organization studies of small agencies. Invariably, 
the advice of the Commission’s Operations Branch was sought in the 
attempt to provide solutions for such problems. There appears therefore, 
to be a clear need for formal assistance by a central agency to agencies which 
are too small to employ professionally qualified officers for establishment and 
personnel work. 
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In 1963, 14 studies were completed, an increase of 5 studies over the 
previous year. Nevertheless, the year ended with unfulfilled survey requests 
in hand, awaiting assignment to officers occupied with studies in progress. 
The following studies have been completed since 1960: 


Study of a Branch ° In 
Completed Studies Progress 

Overall Study x at Year 

End 


1960 1961 1962 1963 


Citizenship and Immigration................ 
DefencesProduction= 2 ee xe 


IR OFCSUT yaar. con meet ey et el. ah Aloe x 
Indus tr yaniee ran retin. coe Eee inn te eae, se x 
RUStICC mare nrnr: Retr ec cenin 2 emer 
Mines and Technical Surveys................ 
National Defences esos. eee 


oo 0 0 


Northern Affairs and National 

RCS OURCES tree rete. et aes tesa 
POSH OMCEI Ee ete neon Tet ee ae x 
Public Printing and Stationery.............. x 
SechetalysOlstates, 1. eee ee ee z x 
Civillservice: Commissionee. see eee x 
National Capital Commission............... x 
DomintoniGoaleBoard eee 
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@) 
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National Centennial Administration.... 
IBxtermaleAvdiOiicese es eee x 


Public Health Engineering..............0....... x 
Canadian Delegation to ICAO.............. ms 


Three of the studies were made of agencies heavily involved in scientific 
and technical work. The results of these studies confirmed once more that 
techniques of organizational analysis can be applied successfully regardless 
of the work content of the agency under examination. 


APPEALS 


The year 1963 was the first full year of operation for the appeals system 
outlined in the new Civil Service Act. 

During the year, the Appeals Division disposed of 793 appeals against 
proposed promotions. Of these appeals, 158 (20 per cent), were allowed by 
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the Commission after review of the reports and recommendations of the 
appeal boards. This marks a decrease from the percentage allowed in 1962 
(24.2 per cent), and in 1961 (24.9 per cent). This decrease would seem to 
indicate that examining boards are taking greater care in the conduct of 
competitions. In cases where the appeals are allowed, the candidates were 
re-examined by new examining boards, but only about one-half of the 
re-examinations resulted in changes in the standing of candidates. 


There has been a definite increase in the number of appeals that are 
withdrawn before the hearing is held. There were 148 such withdrawals 
in 1963. Usually these were made after the appellants received copies of 
the replies to their allegations from the departments, as required under 
section 79 of the Civil Service Regulations. Many appellants stated in their 
letters of withdrawal that they would not have appealed if they had been 
given more detailed information at the time they were advised of the results 
of the competition. 


The percentage of promotion competitions appealed has remained more 
or less constant during the past few years (between 8 and 10 per cent). 
About 30 per cent of the competitions concerned are for positions outside 
Ottawa and as far as possible these appeals are heard locally to give appel- 
lants an opportunity of being heard personally. In nearly every case the 
appellant either attends the hearing with or without a representative, or is 
represented at the hearing either by an officer of a civil service association 
or by counsel, and in some cases by both. 

The division also dealt with 50 appeals against denial of salary increase, 
14 of which were allowed, 24 dismissed, and 12 withdrawn. There were 
29 appeals against suspension. Of these, 9 were allowed, 17 dismissed and 
3 withdrawn. Decisions were rendered on 17 appeals against demotion. Of 
these, 3 were allowed, 11 dismissed and 3 withdrawn. The division also 
disposed of 152 appeals against decisions of deputy heads to recommend 
dismissal under section 60 of the Civil Service Act. Of this number, 17 
were allowed, 110 dismissed and 25 withdrawn. Altogether, there were 
248 appeals against disciplinary actions. 


During the year, the Appeals Division continued in its efforts to reduce 
the time taken to complete the processing of appeals and in most cases it 
is now possible to have an appeal heard within three or four weeks from 
the time the appeal is filed, and a decision rendered within a week or two 
after that. 

Prior to 1963, practically all appeals were heard in English except 
in cases where the appellant was unable to speak English. The appeal board 
reports were generally prepared in English and if it appeared that the appel- 
lant might not understand the report, it was translated into French and a 
copy sent to him. In 1963, the Commission decided to hear all appeals in 
French where the appellants indicate a preference to be heard in French. 
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In such cases the appeal board reports are now written in French instead of 
being translated from the English. 

Before 1963, the three-member appeal boards were composed in cer- 
tain types of cases of a Commission Officer as chairman and of two other 
persons, one who represented the interests of the department concerned and 
one who represented the interests of the appellant. In 1963, the Commission 
decided that beginning in 1964, all appeal boards would be composed of 
disinterested persons and that the roles of representatives would be fulfilled 
by persons acting in that capacity only. 


SUGGESTION AWARDS 


The public service saved more than three-quarters of a million dollars 
last year by using suggestions of employees. Under the Suggestion Award 
Plan administered by the Commission the government paid out $40,691.96 
for 1,081 suggestions it considered valuable and gained $774,684.61 in 
savings. The largest award went to M. J. Mercer of the Department of 
National Revenue (Customs and Excise), in St. John’s, whose suggestion 
concerning changes in documentation saved the government $132,140 
during the first year it was used. 

During the early months of the year the promotional campaign “Exer- 
cise Thrift” was completed. Bonus awards were presented to 58 government 
employees whose suggestions had qualified under the terms of the contest 
and 68 supervisors received supervisory citations in recognition of their 
special efforts in encouraging participation in the contest amongst members 
of their staff. Not only every province of Canada but field units stationed in 
Europe and the U.S.A. were represented among the contest award winners. 
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Appendix A 
COMPOSITION OF FEDERAL GOVERNMENT EMPLOYMENT 
as of September 1963 


Departmental Branches, Services and Corporations 
Employees under the Civil Service Act 


POU-tinie 7S ee eC tee eee £35977 

Partner ee ee ee ee ee 1.022 

Students Assistants and equivalent 000000000000... 819 

137,818 

Oihen-Salaried Personsin..0) ae) See Pe Ae 25,466 

163,284 

Prevailing #RatewRersons <idwitee. erates ares 23,415 

Ship sOmlicers: “and iG rews” er ee ee PN Oe ey B06 

Casualsiandiothers=0 eh. Ce eee Ll eee ry oe cakes 125183 
Total, Departmental Branches, Services and Corpo- 

FOODS te Ait. ee PK Ste gy ee 203,038 

CrowniG ompanies teas ne. te hh 1 oe en a dene 139,550 

Total, All Persons, Federal Government .................... 342,588 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix B 
DISTRIBUTION BY PROVINCE OF FEDERAL GOVERNMENT 
EMPLOYMENT 
as of September 1963 
Salaried | Prevailing) Ship’s | Casuals Crown 
Province Em- Rate Officers and Total Com- Grand 
ployees | Persons jand Crews} Others panies Total 
Newfoundland.............. 2,867 480 273 727 4,347 6,671 11,018 
Prince Edward Island.. 765 227 179 168 1,339 1,069 2,408 
INOVa SCOtlals mi tc,.<...: 8,046 2,840 1,073 1,887 13,846 5,291 19,137 
New Brunswick............ 5,415 17023 178 637 T5253) 7,102 14,355 
Quebec Gereee nescence 25,969 3,793 675 1,857 32,294 | 34,231 66,525 
ORATION Fe ces sess: 77,178 6,853 214 3,064 | 87,309 | 40,981 128,290 
Manito bal.s. eet. cn ts. 7,923 1,420 42 740 1OSI25 15,256 Q5n381 
Saskatchewan.............. 5,619 Ue! — 260 6,636 4,849 11,485 
Al bettalerncce tis. 10,102 2,305 21 1,028 13,456 8,203 21,659 
British Columbia.......... iSe271 3,009 848 1,409 | 20,537 G5 1PS) PM PXSy 
Yukon and Northwest 
MernitOvicS a sscees ee 1,377 708 53 815 25953 261 3,214 
Abra de seee tee osessseccs>: Betsy? — —_— 191 2,943 8,911 11,854 
PLOPAD A coeeatiwcoreseuss 163,284 | 23,415 3,556 12,783 | 203,038 | 139,550 | 342,588 


SourcE: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 


34 


Appendix C 


CIVIL SERVICE COMMISSION 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY PROVINCE AND SEX 


as of September 1963 


All Employees Males Females 

Province J, in % in 

Number % of Number Each Number Each 
Total Province Province 

Newfoundland............0....... 2,354 hey 2,057 Dal 297 0.8 
Prince Edward Island......... 678 OFS 565 0.6 113 0.3 
INovauScolmalesess = eee, 6,984 51 1 Il 53 1,663 4.6 
New Brunswick.................. 4,581 3.4 SCH 19 3.6 964 Dell 
Quebec; FAR Cs. bee 22,104 Ges! 17,447 17.4 4,657 12.9 
Ontario teh eee. eee, 66,614 49.0 46,109 46.1 20,505 56.9 
Manitoba nee 6,654 4.9 5,089 Sn 1,565 4.4 
Saskatchewant..-.-e 3,491 2.6 Dia 22, If 739 2.1 
Al bettaey poe eee 8,025 Ses) 6,155 6.1 1,870 Se 
British Columbia................ 12514 9.2 9,348 9.4 3,166 8.8 
Varkomn',,:.4er eee oh 463 0:3 378 0.4 85 OFZ 
Northwest Territories......... 445 0.3 372 0.4 73) OFZ 
DEO aise: een ye eae 1,070 0.8 760 0.8 310 0.9 
ToraL, All Provinces..| 135,977 100.0 99,970 100.0 36,007 100.0 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 


Dominion Bureau of Statistics. 
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Appendix D 
DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY METROPOLITAN AREA AND SEX 
as of September 1963 
All Employees Number of | Number of 
Location Male Female 

Number J of Total | Employees | Employees 
Ste OlSeacndecge ee eek tae 1,242 0.9 1,032 210 
ET allikaixemmerseen tn cr tae: Ment. Ne 2 4,809 a5) 3,455 1,354 
SaintwohnseN: Beet eee ea 1,293 1.0 935 358 
OUuebeciGity wee eee eb eee 2 IB Al 2.072 701 
Niontredliacn 2.) Meee a he cee eee 13,889 10.2 10,888 3,001 
Ottawa Hill ee cee ee ee 36,297 GT DP) 3p) 14,065 
PLOLONLO Ms ee eke Mee en dee 13,052 9.6 10,219 2,833 
15 Ee Nastl lo) sua er ren codneacenno ene eerie 1,443 oll 1,118 B25 
Keitenener-\Waterloomn ee se 573 0.4 467 106 
OndOnse merc. eee ta ears 33,170) Dn3 2210 910 
WHIT SOT cr sieve ma. ee me hee Td 7 0.8 976 151 
STGOURY seer se ee Re eos Ne ae 294 OR? 209 85 
MY SYARIMUTY Byes Ae sh aN ile de ae RS erated hee 5,207 3.9 3,919 1,288 
Cal aryaiie dered e ee a gi aetna 2,449 1.8 1,839 610 
PGI ONTOM Sey tenen eo ee ee Rise) 2.8 2,857 978 
Man COUN Chae net oo ee nn Um 7,033 SIH! Seal 1,776 
WAC CORI Ase ces tet eae ok nee DRO. Dil 1,988 847 
Tora, All Metropolitan Areas 101,271 74.5 71,673 29,598 
Other locations....2805 34,706 Dae) 28,297 6,409 
MOAT PAL ICOCatOnS renee 1355977, 100.0 99,970 36,007 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 


Dominion Bureau of Statistics. 
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Appendix E 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY DEPARTMENT 


as of September 1963 


Number Percentage 
Departments of of Total 
Employees | Employees 

National Detencés @. 2c 4ii.c0cet oe i Oe ee 27,083 19.9 
BOSOM ee a Sek sori kd ee Rec ka BA ea 24,177 17.8 
National aRevemaeie. 0.8) camels... mee eee eo gee oie 13,963 10.2 
Veterans’ Affairs........ Rha te oe AS x Ae Gone 10,839 8.0 
TRANS PORE G5 ti cy Ace cacie N  fs ke ill thee oe Re Ps 10,402 7.6 
Unemployment Insurance Commission.........0000.0..c.c.ccccccccecececececee. 8,647 6.4 
AQICUIITC 25. EN ee teat. ML Sey oh Lee 6,010 4.4 
Pinto WOmkss.:, te ooh ae eRe, 2: be att eat eo 55388: 3.9 
Comptroller.of the Preasury:..5.6.44.\....te. AON. ae 4,068 3.0 
National Healthiand (Welfare. #8, )..c5. MPA aude 3,069 2.3 
Giiizenship.and Tromisration vi, 6 ns OE me 2,742 2.0 
Mines and Technical Surveys.c. tae vacci see. an ac, eee PEAS) PY) 
Dominion Bureau of Statistics ...te es.) eset be. S ccs. 2,078 1055) 
Northern Affairs and National Resources...c.......cccccccccececscececececeee. 1,680 22. 
External Attain eae 7 kcli sod Oe an te ie 1,580 172 
Defence Production..4. >... <6 Mee. eee Ras ea oO 452 ded 
Oilers b.. pale cde een A ae So) eee 10,291 UE 

LOPATS CALL DEPART MENTS: Gu. 0e Beith ee ele Pe) A we 135,977 100.0 


ee 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Si 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY AGE GROUP AND SEX 


as of September 1963 


All Employees Males 
Age Group % of 
Number Total Number 
Winder 0 he ee 1,724 13 405 
20 An ee 10,621 U8 5,486 
DS POO oh nba. 3, Oe: 11,713 8.6 8,267 
SOM SAR ere ekg 12,456 9.2 9,617 
Siok 212) ane eer ee ae 15,845 11.6 11,955 
AQ RAAT os Mace. to 24,057 ae 18,847 
Zips CORY on npren ately 20,618 iyi! 15,728 
2) cas Yee ae 15,719 11.6 Hil We 
SP SNE heer ies oe 11,118 8.2 8,387 
Sk UE (65 A ee ny 6,991 Sal C27 
Gorandiover a ss) 1,986 8) 1,639 
Age not recorded...... 3el29 D3 2,500 
TOTAL, 
All Age Groups...... 135,977 100.0 99,970 


% of 
Total 


— 
nN 
ANPHRPANOODTAWUNA 


100.0 


Females 
% Of 
Number Total 
1,319 3.7 
5,135 14.2 
3,446 9.6 
2,839 7.9 
3,890 10.8 
S20 14.5 
4,890 13.6 
4,007 hel 
DTI WAS 
1,564 4.3 
347 1.0 
629 7 
36,007 100.0 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 


38 CIVIL SERVICE COMMISSION 


Appendix G 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY SALARY GROUP 


as of September 1963 


Number Percentage 
Salary Group of of Total 

Employees Employees 
MOITOOT 2 OOO ccc Sane ees ees ee RE ROL ee ee 523 0.4 
ZOO = eA Oe a ti 8 Se ee Rs pe EN re GS EN Be ed 4,363 522 
DSO = 2 OOOR Ms. ae 7.5 bn. Mae es hy OE Te 5, ee a em Ae 10,176 Wiis) 
0S Ee eee Sey, URL a, Ree Mra. eee ear 14,109 10.4 
B00 = 3900 ie wie eee ee ee ee 22233 16.3 
ROOD = 4 AOD Sasa. Men Hain Ree eee ee 23,041 16.9 
A SOO = cA SOON Uendsna eee taco tet ee Re ae 21,428 15.8 
S000 = AD eee, Macatee Men care Me eA oe een 1223 9.4 
DROOL, , D9 Y Deer Ae, RRR ANM cade cic Mn Ano Reise eek ee ke eee 6,442 4.7 
GOO 4-6 AO Te eek Bec Oe ting ie Mist: eR hk 4,807 325 
Oy S00 =, IO ee peas Berner ta Bs, MG ee aes, Moe a ee 2,960 Dae, 
OOO > TADS ein ce ade ia Mtotins ea aR dee Ee, eee DTS 2.0 
TROD FTP ee raatia des Re aick mi MI ek od Me 2 ee ee 1,947 1.4 
SOOO i aa I tere ter, tes tp somereenan ogeemuide Wie: anesiar oh Seceisa eater 2,148 1.6 
rot eo 22 RS ot be Ma ae lc Medan acces | 1,205 0.9 
S000 SOA O Oe a tae, Se, cet OMe ee On ee, 1,208 0.9 
9500 2 BOO kee eho ee Ee 550 0.4 
OUI 9, SIRE 9 e's Mo ag a a a ea Ne ea aT eae 1,021 0.8 
11000) Sie eng Fes Jol ber going ee 915 0.7 
LOAN AAD (2020 .) eee ee ee Cc Ce ae 216 0.2 
LS OOO ANS D0 eit ra nstis ths. Aas eae 2a 518 0.4 
LA O00 = 000 ee oe ee rier A eee ee ee 326 0.2 
£3,000 = S999 oe er meee ns AO POE cet pr 190 0.1 
LOS OOO Kan doy Sievert noe tents ete nee ane etek wee es ra 171 Ont 
TOTAL, AW Salary Groups:c.c.65.4.-0 eee 135,977 100.0 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix H 
CIVIL SERVICE COMMISSION LITERATURE 
Available from the Queen’s Printer 


Rete ELVICE ACE). Wee) GON ate WR ds) PR RL. 35¢ 
Vere OR TCO RC MUIATIONS ©, <a Aenea of Seana G0 a. 28 dene eee nce 35¢ 
PCO BRC DOT BOO) sicker ai Wt cae Iylinstn pee th ate ceeeong dios cael 35¢ 
Gye ocr vice, EXAMINatOnee, 2... pues ks lugecrae suo iar Ne. gees 35¢ 
Pushes rt esten anu, COMttOl 2;, may. Mec ea eae eas ae $1.00 
Ai SeLVICES 1 err eee SEN ess, ee Age $1.00 


Siiceayourew: 4c) Oil. Wee) SE): Mom jot. $1.00 
Office Manual 


Available from the Commission 
Free Recruiting Folders 


Steps to Appointment 

Service Conditions and Benefits 
Citizenship and Residence Requirements 
Veterans’ Preference 

Employee Appeal Rights 


Civil Service Employment, where Elementary, Secondary or Vocational 
Education is required 


Career Opportunities for Junior Executive Officers and Foreign Service 
Officers 


Opportunities for Graduates in Engineering 

Opportunities for Graduates in Physical Sciences 

Opportunities for Graduates in Biological Sciences 

Opportunities for Graduates in Law 

Opportunities for Graduates in Library Science 

Opportunities for Graduates in Medical Sciences. Dietetics, and Social Work 
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Appendix I 


DISTRICT OFFICES OF THE CIVIL SERVICE COMMISSION 
NEWFOUNDLAND DISTRICT OFFICE LONDON SUB-OFFICE 


Marshall Building, 
127 Water Street, 
St. John’s, Nfid. 
Phone: 578-7778 


HALIFAX DISTRICT OFFICE 
Ralston Building, 
105 Hollis Street, 
Halifax, N.S. 
Phone: 423-9321 


SAINT JOHN DISTRICT OFFICE 
Post Office Building, 
Canterbury Street, 

Saint John, N.B. 
Phone: 693-2769 


MONCTON SUB-OFFICE 
Room 404, New Federal Building, 
1081 Main Street, 
P.O. Box 548, 
Moncton, N.B. 
Phone: 384-8088 


MONTREAL DISTRICT OFFICE 
1165 Bleury Street, 
Room 1038, 
Montreal, P.Q. 
Phone: 861-2731 


QUEBEC SUB-OFFICE 
3 Buade Street, 
Post Office Building, 
Quebec, P.Q. 
Phone: 524-4430 


OTTAWA DISTRICT OFFICE 
Excelsior Life Insurance Building, 
270 Laurier Avenue, West, 
Ottawa, Ont. 

Phone: 992-6128 


TORONTO DISTRICT OFFICE 
25 St. Clair Avenue, East, 
Toronto 7, Ont. 

Phone: 924-1471 


388 Dundas Street, 
London, Ont. 
Phone: 432-2141 


WINNIPEG DISTRICT OFFICE 
Room 702, Winnipeg General Post 
Office Building, 
266 Graham Avenue, 
Winnipeg 1, Man. 
Phone: 943-4468 


REGINA DISTRICT OFFICE 
341 Motherwell Building, 
Victoria Avenue and Rose Street, 
Regina, Sask. 
Phone: 522-0289 


SASKATOON SUB-OFFICE 
310 London Building, 
Saskatoon, Sask. 
Phone: 242-7771 


EDMONTON DISTRICT OFFICE 
Room 766, 
Federal Public Building, 
107 Street and 99 Avenue, 
Edmonton, Alta. 
Phone: 424-0251 


CALGARY SUB-OFFICE 
630 Public Building, 
Calgary, Alta. 
Phone: 266-3160 


VANCOUVER DISTRICT OFFICE 
Sixth Floor, 
1110 Georgia Street, West, 
Vancouver 5, B.C. 
Phone: 681-5251 


VICTORIA SUB-OFFICE 
Room 401, New Federal Building, 
1230 Government Street, 
Victoria, B.C. 
Phone: 385-6787 
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THE YEAR IN REVIEW 


The year 1964 was a significant one in the development of personnel 
administration in the Public Service of Canada. Steps were taken to prepare for 
the introduction of collective bargaining, a comprehensive revision of the 
classification system in the service was started, and the staffing function of the 
Civil Service Commission was re-examined in terms of basic concepts and 
principles. 

The program for the revision of the systems of classification and pay 
applying to civil servants and prevailing rate employees was undertaken by the 
Commission at the request of Cabinet, and on the basis of recommendations 
made by the Preparatory Committee on Collective Bargaining in the Public 
Service. The revision program divides the service horizontally into a relatively 
simple framework of occupational categories and groups to provide a sound 
basis not only for an orderly approach to collective bargaining but also for a 
more dynamic approach to the whole personnel function in the public service. 

In reviewing the impact of these changes, the Civil Service Commission 
examined its staffing function in order to assess its scope and effectiveness and 
to reconcile and co-ordinate those elements of the task for which Parliament 
has made it exclusively responsible with those closely related personnel activities 
which are the primary function of departments and agencies. 

In the field of recruitment, which is a major responsibility of the Com- 
mission, highlights in 1964 included closer liaison with universities to ensure 
effective recruitment of graduates in the arts, sciences and professions; a new 
recruitment program directed at graduates from the various technological 
institutes which have been established across the country; and special efforts to 
attract a greater number of secondary school graduates. Written examinations 
were redesigned in order to bring out more fully the candidate’s education, 
experience and personal qualities. 

The appraisal of performance is a most important element in the manage- 
ment of human resources. In the course of 1964, the appraisal system and plan 
of salary administration initiated the preceding year for senior administrators 
was further developed and steps taken to introduce similar arrangements for 
scientific research officers. In recognition of the heavy demands that will be 
placed upon personnel administrators by the introduction of collective bar- 
gaining and by the new developments taking place in the personnel field, the 
Commission started the assessment and appraisal of all officers engaged in 
personnel functions. In addition, plans were made for a special twelve-month 
training and development course in personnel administration. 

In 1964, the Commission multiplied its activities in the area of training 
and development. The duration of the advanced course in public administration 
that it had offered for many years to senior officers was extended from four 
weeks to four months. This enabled the course to be reorganized and the 
content to be strengthened in scope and in depth. A new development in training 
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was the opening of a language school to teach French to English-speaking civil 
servants and English to French-speaking civil servants. The school started with 
50 students in February 1964 and there were 150 by the year-end with an 
expectation of more than 1,000 in 1965. In response to requirements brought 
about by the introduction of new concepts and techniques of financial manage- 
ment, the Commission organized a special course in cost accounting for some 
80 employees. Courses in general administration, in specialized management 
techniques, and in secretarial services were attended by a total of 1,900 
employees, and another 2,000 enrolled in the correspondence course in the 
theory of office management. 

As part of the cyclical review of civil service salaries, the Commission 
reviewed and recommended pay increases in the rates of pay applicable to 
approximately 79,000 civil servants employed in professional, administrative, 
clerical and hospital classes. 

In addition to reports on outside rates of pay required in conjunction 
with the cyclical review of salaries, the Pay Research Bureau during 1964 
issued a number of special reports covering such subjects as fringe benefits in 
industry; industrial pay practices in different geographic locations; recruiting 
rates for university graduates, as well as bibliographies on wage and salary 
administration and on employee benefits and services. 

The Appeals Division of the Commission during the year heard 835 
appeals against proposed promotions and transfers and 202 appeals against dis- 
ciplinary action, which includes denial of salary increase, suspension, demotion 
and dismissal. 

In 1964, the Commission continued to provide a management consultant 
service to the various departments and agencies of government. In addition 
to organization studies, surveys were carried out covering a wide range of 
specialized management techniques. Special advisory services were supplied 
to the United Nations on matters related to electronic data processing and to 
supply management. During the year, a booklet entitled “The analysis of 
organization in the Government of Canada” was published and attracted a 
good deal of interest within and outside the service. 

In the area of incentives, a new plan known as the “Incentive Award Plan 
of the Public Service of Canada” was introduced by the Government during 
1964. This plan, which includes the suggestion award program which has been 
in existence in the service since 1952, gives recognition to public servants for 
contributions to the service of merit or of outstanding achievement as well as 
for money-saving ideas covered under the suggestion award scheme. 

Included as appendices to this report are statistics of the composition 
of federal government employment, showing distribution by province, metro- 
politan area, department, age group and sex, and salary. A list of available 
publications relating to the activities of the Commission and a list of the district 
offices of the Commission are also included. 
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THE STAFFING FUNCTION 


The preservation of the merit principle remains the underlying preoccu- 
pation in the staffing of the service by the Commission. Complementary to this 
is the growing need for professional services in the management of human 
resources, which is leading the Commission to change and develop its approach 
to its more creative functions to meet the needs and best interests of the service. 


As the central staffing agency for the civil service, the Commission 
believes it must show creative initiative and objective leadership in this area 
of administration. The Commission believes it must also seek to delegate tasks 
to departments and agencies to increase their operational effectiveness and to 
permit concentration of Commission resources on the most significant and 
purposeful aspects of personnel administration. 


The activities which form the substance of the Commission’s task of 
staffing the service can be separated into a number of areas, but they are all 
inter-related as indicated on the accompanying chart, and they demand close 
co-ordination with departments and agencies. 


An efficient and economical recruitment and selection program requires 
fore-knowledge of the departmental needs gathered in a systematic manner 
and analyzed to reflect the wide range of these needs. Complementary and 
equally important is a comprehensive and up-dated inventory of the sources 
of supply of manpower. This is particularly necessary for professional classes 
and for classes which are known to be in short supply. One of the sources of 
supply is in the universities and much useful work has been done in recent 
years in developing relationships with the universities to facilitate recruiting 
at that level. Nevertheless, it is apparent that more specialization in this work 
and more extensive contacts and effort are needed if the service is to obtain 
its fair share of skills and of high quality students. There is also a need to 
extend and develop the Commission’s relationships with the other prime 
sources of supply, namely the technological institutes and the secondary schools, 
and to establish effective contacts with appropriate professional and trade 
associations. 


For the great majority of classes, the selection and placement processes 
are shared by the Commission with the departments and agencies concerned, 
and co-operation is essential to ensure that the needs of departments are 
correctly identified and expeditiously met. Similarly, there is a vital need to 
ensure that classification and pay plans, and working conditions generally, are 
influenced by considerations of recruitment and career development. The 
responsibility of the Commission is to bring independent judgments to bear, 
to ensure that the appropriate skills are used in the process, and, by advice 
and example, to provide leadership of a high order in this aspect of personnel 
management. 
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The filling of a vacant position raises important problems of choice. A 
candidate can be sought from outside the public service (the importation of 
“new blood”), or from within the public service or selected segments of it. 
Alternatively, the position could be filled by the transfer process as part of a 
career development program, or the maintenance of high morale might demand 
a strictly localized promotion competition. Along with others, the Commission 
has inescapable responsibilities in this matter which demand initiative and 
action, and no less in those activities, such as promotion competitions, where 
authority is delegated. The Commission has delegated authority to departments 
and agencies for the management of promotion competitions up to the level of 
senior appointments. Nevertheless, it retains an overriding responsibility for 
appointments, including appointments which result from promotion compe- 
titions, and it will need to improve its oversight of promotion processes and 
actions throughout the service to ensure common approaches and equitable 
practices. It has therefore an allied concern for keeping abreast of new tech- 
niques, for advising and counselling departments on the administration of 
internal promotions, and for conducting specific competitions at the request 
of departments and agencies. 


Performance appraisal and review is mainly a departmental responsibility, 
and the Commission’s concern must be in general terms for the service at large. 
Smaller departments and agencies, at least, will need guidance and help to 
supplement and develop their slender personnel skills and resources. The 
Commission believes that the appraisal program should be conceived in broad 
terms and bear a relationship to recruitment policies and career development 
policies, and be seen as crucial to the efficient staffing of the service. It must 
continue to lead in this area with advice and performance, particularly at the 
intermediate levels where there is a source of eligible persons. 


Constant growth and change are inevitable in the organization of govern- 
ment, and periodically this reveals the need for some redistribution of manage- 
ment skill. Moreover, management skills at senior levels are enhanced if 
administrators have been in a variety of work situations and challenges, through 
a planned rotation. The Commission can play a leading role in facilitating 
inter-departmental transfers (at junior, intermediate and senior levels) quite 
distinct from the departmental responsibility for intra-departmental movement. 


Staff development and training programs are also important elements of 
a comprehensive staffing program. Although these may originate in individual 
departments, or at the centre, there is a need for a central source of information 
on the full range of programs so that progress and development may be logical 
and subject to co-ordination. In the operational sense, the Commission must 
be ready to assist departments with programs which are purely departmental 
in scope, and must originate and conduct programs which have wider appli- 
cability. If economical and effective use is to be made of the government’s 
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training resources, and if the resources are to be co-ordinated and guided 
efficiently, then the Commission must embrace the responsibility for accumu- 
lating the information necessary for defining, planning and conducting the 
central programs and for assisting with the departmental programs. 
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CLASSIFICATION AND PAY 


Classification Revision 


The most far-reaching revision of the system of classification and pay 
since Arthur Young and Company laid the foundations of the present system 
in 1918 was undertaken at the request of the Cabinet. Based on the recom- 
mendations made by the Preparatory Committee on Collective Bargaining in 
the Public Service, this revision is regarded as a prerequisite of the collective 
bargaining regime and of improved personnel administration in the public 
service. The Commission’s Bureau of Classification Revision was established 
in October 1964 to develop and to implement the new system in consultation 
with departments and staff associations. 


Positions are being classified into occupational categories and groups. 


The objectives are: 


(1) to provide a logical framework for the determination of bargaining 
units and the negotiation of rates of pay; 


(2) to enable the government to respond flexibly to changes in outside 
rates of pay while at the same time retaining a high degree of stability 
in the important rate relationships between jobs within the service; 


(3) to make possible different approaches to the administration of classi- 
fication and pay for different types of employees; 


(4) to provide attractive, more clearly discernible career patterns and 
stronger incentives to superior performance; 


(5) to permit extensive delegation to departments of the authority to 
classify position. 


There will be six occupational categories: executive, scientific and pro- 
fessional, administrative, technical, clerical, and operational. The latter category 
is composed of manual, custodial, and service jobs. 


The categories will be subdivided into occupational groups. These can be 
best explained by reference to four characteristics that will generally but not 
invariably apply to them: 


(1) each group will be composed of occupationally similar jobs; 


(2) employees in each group will have similar kinds of skills and basic 
educational qualifications; 


(3) each group will have a separate (though not necessarily unique) 
basic pay plan, providing a framework for the recognition of a logical 
set of internal relativities; 
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(4) as far as practicable, each group will bear a relationship to an 
identifiable outside market. 


It is hoped that the grade structures in the new groups will be simpler 
and that successive grades will be clearly distinguishable from each other by 
significant differences that can be readily identified by accepted classification 
and evaluation techniques. 


The contribution of the individual employee to the character of his job 
has been recognized in some parts of the existing system, particularly in those 
pertaining to senior officers and scientific research personnel. Similar recog- 
nition may be desirable in other areas, and consideration will be given to the 
feasibility in these areas of introducing performance salary plans which provide 
for discretion by departmental managers in determining the rate of in-grade 
salary progression of their employees. 


The classification revision program will be governed by a tight pattern 
of deadlines calling for its completion in stages, at dates between now and 
1967. By the end of 1964 the program was well underway due in large part to 
the participation and assistance of departmental personnel. A number of 
departmental officers were on the staff of the Bureau of Classification Revision 
making an effective contribution to the work of planning and development. 
Others were designated in their departments to act as points of contact with 
the bureau and to provide it with the information needed on the duties and 
responsibilities of the thousands of positions affected. More senior depart- 
mental officers will be asked to bring their operating experience to bear on 
the developing plans for the new system through the medium of advisory com- 
mittees for the different occupational categories. 


Classification Branch 


The Classification Branch provides service to departments and agencies 
for their essential continuing classification needs while the new system of 
classification is being developed. Departments and agencies have co-operated 
with the Commission in limiting requests for classification surveys and in 
providing increased assistance on classification work. The branch, with the 
co-operation of the departments, has curtailed further development of new 
class standards and the creation of new classes and grades. Nevertheless, to 
meet certain urgent requirements, some new classes and grades were created 
and work must still be done on standards for several classes. However, most 
of these are occupationally based and will fit easily into the new system of 
Classification and pay. 


As an alternative to the creation of new classes and grades, classification 
guides or instructions have been prepared as an aid to officers in the classi- 
fication of positions in existing classes and grades. 
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Pay and Conditions of Service 


The Commission’s present responsibility for pay and allowances of civil 
servants is, briefly, to review civil service salary rates and pay practices in 
relation to those existing outside the service, and to recommend any necessary 
adjustments. 

In 1964 pay rate reviews for three of the civil service groups in the second 
round of the cyclical review were completed. Recommendations were made 
for classes in the “A” group, covering approximately 8,400 professional 
employees and the revised rates became effective retroactive to July 1963. 
Approximately 65,000 clerical, administrative and inspectional employees were 
involved in the “B” group salary revisions announced in August. Salary ranges 
of the great majority of these classes were increased by amounts ranging from 
$90 a year in some of the entrance grades, to $700 a year in certain adminis- 
trative classes. The approved increases were effective retroactive to October 1, 
1963. “C” group comprises hospital classes containing some 5,500 employees, 
most of whom work in hospitals operated by the Departments of Veterans 
Affairs and National Health and Welfare. Unlike the “A” and “B” groups, the 
“C” group has been reviewed in 1963, but, because of the rapid changes in 
salaries for these classes outside the service, a further review was undertaken. 
The review revealed the changes in salary rates for many of the hospital classes 
were not required in 1964. It was decided that, except for certain shortage 
occupations such as nurses, and physio and occupational therapists, the review 
of hospital classes would be made every two years, in line with the other groups 
in the cycle. 

The Commission reviewed the recruiting rates applicable to graduates 
of Canadian universities so that it could continue to compete in this highly 
competitive market. In collaboration with Treasury Board staff, it determined 
the rates that will be offered 1965 graduates in various disciplines. 

A continuing review of the Civil Service regulations was conducted 
throughout the year. For example, on conditions of service, such as hours of 
work, overtime, and leave, the Commission’s responsibility has been to see 
that the relevant regulations continue to be realistic from an administrative 
viewpoint and comparable to the practices of other employers. As a result of 
this review a number of amendments were recommended to the Governor in 
Council. These amendments did not represent a change in policy but rather 
were intended to clarify existing provisions or to make the regulations more 
practical in light of changing conditions. 

The Commission also gave assistance to the Canadian Corporation for 
the 1967 World Exhibition on matters relating to pay and leave problems. 


Pay Research 


The Commission’s Pay Research Bureau continued to provide information 
on rates of pay and conditions of employment in government, industry and 
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the professions. Many reports were issued to meet the demands for information 
needed for purposes of pay determination and for consultations with the staff 
associations. Various research and exploratory studies were also undertaken 
to improve the technical quality of the bureau’s work. 


The Commission’s activities in pay research are closely geared to the 
government’s cyclical salary review. Reports were issued on rates of pay 
outside the government for clerical and administrative classes, as well as for 
hospital and related classes. Among the related classes surveyed were social 
workers, welfare officers, home economists, and nutritionists. Studies were 
also made of rates of pay and other conditions of employment for classes 
involved in the operations of penitentiaries. In addition, rates of pay in muni- 
cipal and provincial police forces were surveyed for the review of salaries of 
non-commissioned, uniformed staff of the Royal Canadian Mounted Police. 
A survey was conducted to determine the trend in pay for engineers between 
July 1, 1963 and July 1, 1964. A major survey of outside employers was under- 
taken in the fall to provide information for the review of service, maintenance, 
technical, postal, customs, and immigration classes as of October 1, 1964. 
A group of administrative and supply classes were also included in this survey. 


A number of special reports were issued during the year on such subjects 
as: fringe benefits in industry; practices of outside firms in establishing rates 
of pay and conditions of employment in different geographic locations; antici- 
pated recruiting rates for 1965 university graduates; benefits and conditions 
of employment in the federal civil service; membership of federal staff associ- 
ations in non-civil service classes; and civil service employment in terms of 
departmental distribution, occupational groups, class structure and salary level. 
A bibliography on wage and salary administration, and on employee benefits 
and services, was also issued. 


The information for most pay research studies is gathered by means of 
interviews with officers of several hundred firms and institutions. This direct 
approach enables the Commission to achieve a high degree of accuracy in 
comparing the duties and responsibilities of positions in the civil service with 
those of positions outside the service. It also permits a greater understanding of 
the compensation policies and practices of other employers. 


In carrying out these surveys the Commission’s Pay Research Bureau 
received excellent co-operation from participating employers. This is attrib- 
utable, in part, to the fact that they are given the results of the bureau’s surveys 
in the form of confidential reports. On the other hand, the bureau responded 
to numerous individual requests from employers and various provincial and 
municipal governments. In both instances employers have continued to indicate 
they appreciate the role of the Pay Research Bureau as a central point of 
reference for information on rates of pay and conditions of employment in the 
federal civil service. 
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The Advisory Committee on Pay Research, comprising management as 
well as staff, advises the Commission on the priority of projects, the classes 
to be studied, the firms to be surveyed, and the content and distribution of 
reports. Various technical sub-committees of the main committee assisted in 
this work, and continuing contact was maintained with the Department of 
Labour and the Dominion Bureau of Statistics to ensure the fullest possible 
use of the data gathered by these agencies. 


The bureau extended its co-operative arrangements with other agencies 
of government to avoid excessive and possibly conflicting demands on em- 
ployers and to provide its pay research facilities to the public service as a 
whole. During the general field survey in the fall of 1964, officers of the Ontario 
Government Pay Research Branch accompanied officers of the bureau on 
many field visits throughout Ontario so that the survey requirements of the 
two organizations could be met in one study. A survey of the pay of engineers 
and scientists engaged in research and development, was carried out for the 
National Research Council of Canada in conjunction with the bureau’s trend 
survey of salaries of engineers and a report on the salaries of all engineers and 
scientists was prepared and distributed by the Commission for the first time. 


RECRUITMENT AND RESEARCH 


1964 produced significant increases in the number of competitions, the 
number of applications received in response to the competitions, and in the 
number of new appointments. For example, more than 250,000 applications 
(a 28% increase) were received for a total of almost 5,000 competitions 
(13% higher than in 1963). 


University Recruitment 

Recruitment activities among university graduates increased notably in 
1964, following the gradual relaxation of staff control measures which had 
been introduced in 1962. Recruiting for engineering and forestry graduates, 
which had to be suspended in 1963 because there were few vacancies, was 
also reinstituted. 


The Commission continued its efforts to inform both students and faculty 
members at universities about the functions of government, stressing the 
variety of civil service careers that are available to university graduates. Bro- 
chures were distributed by direct mail to 8,000 students and faculty members, 
and 7,000 of these brochures were distributed to university placement offices. 
Seminars were held at 13 of the major universities from coast to coast, and 
for the second successive year, talks were given to various student clubs. 
Placement officers and liaison officers from 12 universities were brought to 
Ottawa to learn at first hand the work of government departments and of the 
employment opportunities in the service. 


16 CIVIL SERVICE COMMISSION 


Seven new universities were established in Canada in the past year, and 
enrolment at both undergraduate and post-graduate levels rose by about 
20,000. This has sharply increased the number of university trained individuals 
who are interested in civil service careers. There is also a proportionately 
greater demand in the civil service for people with this kind of training. Far 
from making recruitment easier, however, the resulting increase in the number 
of applications has havily taxed the resources of the Commission’s staff which 
will have to be augmented to meet the needs of the departments and to give 
more attention to methods that will attract a greater proportion of students 
who have obtained academic excellence. 


During the last year, recruitment activities were aimed more directly at 
the most likely source of supply and the Commission strengthened its relation- 
ship with universities by closer ties with recognized leaders in the academic 
communities. At five universities, faculty committees were appointed to meet 
with Commission officers at regular intervals. The members of these com- 
mittees, who are drawn from a variety of disciplines, give valuable advice to 
the Commission on arranging visits, on changes and contemplated changes 
in the academic program, and prove particularly helpful in drawing attention 
to outstanding individuals. 


Relations with the teaching and research faculties of the universities were 
also improved by a successful pilot program of a summer internship for univer- 
sity students. Because of this success, the program will be enlarged to include 
more universities next year. Under the pilot program, 12 outstanding students 
were nominated by universities to work in three government departments. The 
program was restricted to students in political science who were in their final 
year, or who were at the post-graduate level. Its purpose, and the purpose of 
future programs, was to provide practical experience and training related to 
the students’ studies. Their work in the service included the development of 
projects and studies, which, in a number of instances, provided useful infor- 
mation for their thesis work, as well as being useful to the departments. The 
Commission believes this type of internship will encourage students to enter 
the service once their studies are completed. In fact, all but one of the students 
either made immediate application for permanent positions or indicated they 
wished to return for a second summer while continuing graduate work; and 
all departments who participated asked to have the program continued and 
expanded in succeeding summers. In 1965 the areas of academic interest will 
be broadened to include students in Social Sciences, Commerce, and in the 
Bio-Sciences such as Pharmacology; areas in which it has been traditionally 
difficult to recruit qualified personnel. 


Because specific university courses are being offered at widely scattered 
geographic points, further steps were taken to decentralize the university pro- 
gram where resources permitted. Officers from Commission headquarters 
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visited all degree conferring institutions in Canada and they discussed with the 
Commission’s own district representatives how this decentralization might best 
be accomplished. As a result, district officers this year played a greater role 
in the selection of students from universities for positions in Ottawa. 


The number of vacancies for recently graduated engineers decreased in 
1964 by 35 per cent, compared with vacancies in 1962, and the number of 
applicants decreased by about 33 per cent. No program was held in 1963. The 
decreases are attributed to a reduction of about 10 per cent in the size of 
graduating classes, and exceptionally keen competition from other employers. 


The number of openings for recent graduates in the Physical Sciences 
doubled, mainly because more post-graduates were needed for the Mines 
Branch of the Department of Mines and Technical Surveys. Many new gradu- 
ates were also needed to work in bio-sciences in the service, especially in 
sections such as the Food and Drug Directorate in the Department of National 
Health and Welfare which has continued to expand and to require a large 
number of university post-graduates. One hundred and forty-eight graduates 
were needed for regulatory and research activities, and 70 per cent of these 
requirements were filled. The Forestry program was reinstated in 1964 after 
a lapse of one year. It attracted 87 applicants, about half as many as in 1962 
for four vacant positions. 


There was a sharp increase in the demand for junior executive and foreign 
officers from 27 departments and agencies. To meet this demand, especially 
for junior executive officers, a supplementary program was held during the 
summer months. All together, 100 JEO’s and 42 FSO’s were appointed, an 
increase of 45 per cent over 1963. These appointments met a relatively high 
percentage of the requirements for JEO’s and all the requirements in the foreign 
service in the departments of External Affairs and Trade and Commerce. 
Most of the unfilled positions were in the chronic shortage areas of economics 
and statistics. 


About 15 per cent of graduating students in the faculties of Arts, Com- 
merce, and Law applied for positions as JEO’s or FSO’s. This percentage has 
remained relatively constant over the past several years. In 1961, there were 
less than 1,000 applicants and in 1964, almost 2,000. 


Fewer applications were received for summer employment and there were 
fewer appointments compared with 1963. As in previous years, the majority 
of positions required students taking courses in applied and pure sciences. 


Technologists, Clerical and Seasonal Staff 


Plans for recruiting graduates of technological institutes across Canada 
were completed during the year and will be carried out early in 1965. The 
Commission hopes to recruit more than 100 new graduates, primarily in the 
electronics, chemical, civil, and survey fields. 
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There was a great increase in the number of vacant positions in the office 
classes during the past year, but the Commission was able to fill them because 
of intensive recruiting at secondary schools through the medium of posters, and 
by visits and talks by the Commission’s staff to the students and teachers. 
There was also an increase in the demands from some departments for people, 
with secondary school education to be trained for specific jobs, such as treasury 
trainees in the Department of Finance. Separate competitions were held for 
these positions and there was a large response with excellent results. 


Recenttly, the Commission issued a booklet which described civil service 
opportunities in many of the classes that do not require post-secondary training 
or experience and are, therefore, of interest to secondary school students. This 
booklet deals with the subject far more extensively than any previous pamphlet, 
and describes particular jobs available to students. It was distributed to all 
secondary schools throughout Canada. 


There continues to be a large seasonal demand from the Department of 
National Revenue, Income Tax Division, for clerical staff and keypunch 
operators. During the year the Commission recruited 700 clerks and 550 
keypunch operators for this department. 


Demands from all departments for summer employees remained on the 
increase and more people were needed to work as assistant technicians or office 
clerks. In 1964, approximately 400 summer appointments were made from 
2,100 applicants and there is every indication that the demand will continue 
to grow. The competitions are open to students who have completed or are 
completing their secondary school education. 


Special Situations 


The complex problems associated with staffing the Department of Industry 
continued throughout 1964. One of these problems was the difficulty in finding 
people with special skills, knowledge and prestige in very specific areas. 
Nevertheless, considerable success was achieved and many exceptionally well- 
qualified candidates were appointed. 


Recruiting activities for the headquarters component of the Canadian 
Government Supply Service of the Department of Defence Production in- 
creased; the senior staff of the Traffic Management Branch was appointed; 
and competitions are now in progress to fill various positions in the other newly 
formed branches. Some difficulty is being experienced in hiring qualified persons 
in the automated field of materials management. Public servants, including 
those in the armed forces, were given the first opportunity to compete and 
qualify for these positions, but difficulty was encountered in locating a suffici- 
ent number of adequately qualified personnel for middle and senior management 
positions. Competition was thereupon opened to the public. Staffing of the 
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purchasing operations of the department continued, to fill vacancies created by 
staff turnover, as well as for some new specialist positions. Although vacancies 
were filled by promotion within the service wherever possible, public com- 
petitions were necessary for certain contracting specialists. 


The functions of several public agencies were either transferred to the 
Department of Defence Production or curtailed. Opportunities for appointment 
to civil service positions were given to employees affected by these changes and 
nearly all accepted appointments. 


The Indian Affairs Branch of the Department of Citizenship and Immi- 
gration is undertaking an expanded community development program to 
improve the economic, social and cultural life of the Indian people and to 
promote participation by the Indians in this community project. The Com- 
mission carried out intensive recruitment to meet the resultant demand for 
qualified community development specialists, and more specifically to staff 
the new Social Programs Division with its three sections of welfare services, 
community services, and cultural affairs. 


The recruiting of actuaries and examiners for the Department of Insurance 
was more effective this year, but there is still an acute shortage of professional 
accountants in the service at large. A training course launched during the year 
will improve the situation to some degree. 


Despite an improvement over the past years, qualified translators are still 
difficult to attract to the service and some 40 new positions were created to 
add to the problem. The Commission plans an intensified advertising campaign 
to fill these positions, as well as to take care of normal turnover. 


In spite of a growing interest by the public in entering the government 
service, there is still a shortage of hospital nurses, auditors, occupational thera- 
pists, and some other classes, and continuous competitions are necessary to 
meet requirements. 


The Commission was successful in finding 16 teachers for its central 
language school but the satellite schools to be opened in 1965 will create a 
heavy demand for additional teachers. Individuals who possess the three basic 
necessities for teaching at the language schools: a university degree, a few 
years of teaching French or English as a second language, and experience in 
modern audio-visual methods, are difficult to find. Methodologists are also 
extremely rare in this field and the Commission may encounter a great deal 
of difficulty in recruiting a sufficient number of them. 


There also continues to be a shortage in the secretarial and typist classes, 
although this shortage is not as marked as in previous years. Extensive adver- 
tising for bilingual stenographers is being continued, but results have been 
disappointing. 
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Personnel Research 


The Commission’s test development section directed its attention towards 
the solution of two major problems: ensuring that written examinations test 
what they are supposed to test and providing service for an increasing number 
and variety of test situations. To ensure the validity of the tests, research is 
being done on the educatiton, experience, and other personal aspects of the 
candidate’s background, and test results are being correlated with other factors 
of the selection process, such as interviews, classification, and so on. Consider- 
ation of the second problem has produced a number of developments. For 
instance, a greater use is now made of a basic group of general ability tests as 
a first screening or diagnostic device. This follows a trend to organize test 
development on the basis of groups of classes that require comparable levels 
of general ability, rather than on the basis of ability required for a particular 
class or situation. Factors peculiar to each test situation are dealt with by 
special performance tests directly related to the work in question, and prepared 
in co-operation with departments. Existing performance tests were consolidated 
where the differences among such tests for similar classes of employment 
permitted. 


Preparatory studies were begun on automated data processing of test 
results and a preliminary investigation was started on the problems that may 
arise when using language tests. 


The Commission also increased both its advisory and its operating service 
to departments to set up test programs, to assist in the restructuring and the 
improvement of tests, and to help carry out personnel research. 


Two major sources of data, one relating to positions and one containing 
basic employee data, became fully automated in 1964. As a result, information 
on positions and employees is now readily accessible to the Commission and 
departments for use in recruitment, selection and placement operations. 


A manpower inventory of all purchasing personnel and all related posi- 
tions was completed. An inventory of all supply personnel and related positions 
was also begun and will be completed in 1965. Both will be used to provide 
data to the Commission and the Department of Defence Production to facili- 
tate consolidation of the purchasing and supply services for government 
departments. 


A third manpower inventory of personnel classes (and related classes 
such as classification and staff training) is being developed by the Commission. 
Towards the end of the year, the Commission was assigned the responsibility 
for developing all the forms, automated systems and procedures required by 
the classification revision program referred to earlier in this report. 

A report on the results of the survey of high school students to determine 
their “image” of the civil service was prepared and distributed to participating 
educational authorities, government departments, and other agencies. A sum- 
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mary of the study, published in two journals, aroused considerable interest 
and correspondence. A study was also initiated to evaluate changes in knowl- 
edge and attitudes toward civil service employment which occurred when 
university students worked in the service for one summer. 


PROMOTION, TRANSFER, APPRAISAL 


Throughout the past decade, the Commission has encouraged departments 
to assume more responsibility for the management and development of their 
own staff and, in October 1963, a great degree of authority for transfer and 
promotion competitions was decentralized to deputy heads for all classes, 
except those at the senior levels and those where broad service-wide consider- 
ations were involved. Under these arrangements, the Commission’s staff are 
available at all times to advise the departments on the conduct of competitions, 
to offer the correct interpretation and application of the provisions of the Civil 
Service Act and Regulations, and to assist in improving departmental personnel 
administration. 

The Commission regards the selection of persons for senior executive 
positions as one of its most important responsibilities, and it has continued to 
develop a system of appraisal and career development for senior personnel, 
first announced in 1963. This system is intended to encourage and facilitate 
the development of senior and executive staff to meet the needs of the service 
and the individual. It involves the appraisal of performance and potential, and 
the further training and development of those with high potential. Appraisals 
are supported by a manpower inventory of available resources and skills and 
by a program of recruitment, promotion, and transfer that is related to an 
assessment of present and future requirements. 

A feature in the development of this system during 1964 was a new plan 
of salary administration for the senior officer, or managerial, class. It is likely 
that as the plan develops it will also be applied to professional groups, possibly 
in some modified form particularly suited to such employees. This plan allows 
the Commission to deal more readily with special situations involving staff 
movement and appointments. Flexible salary scales were established with 
increments of $250 that can be used for setting appropriate salaries when 
making appointments and providing increases. There is no automatic pro- 
gression through the salary ranges. Instead, adjustments in salary are based 
on periodic formal appraisals by deputy heads of the ability and the level of 
competence attained by their senior officers. A special feature of the plan is 
provision for payment of salaries above the normal ceilings established for the 
grades in the senior officer class in exceptional circumstances. Such decisions 
require the recommendation of the Commission, following consultation with 
the Advisory Panel on Senior Appointments, and the approval of the Treasury 
Board. 
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Research Scientists 


In early December a major improvement in the management of scientific 
personnel was announced, based upon the decision that future salaries and 
promotions of research scientists would be related to personal contribution 
of the man in the job. 


Two new classes were established by the Civil Service Commission: 
research scientist 1, 2 and 3, and principal research scientist. These are multi- 
discipline classes and cover branches and divisions of departments engaged 
in pure and applied research in such fields as physical, agricultural, medical, 
biological and bacterial sciences, and engineering, biochemistry, pharmacology 
and forestry. 


The new classifications, based on an extensive study of the various fields 
of scientific work, were put into final form by a special sub-committee of the 
Advisory Committee on Scientific Personnel. These new classes, and the new 
classification and selection standards, will put research scientists in the federal 
service under a co-ordinated pay and career development plan. The proposed 
grades and classes, the controlling qualifications, the grade determinants, the 
appointment, promotion and salary administration policy, closely parallel those 
of the National Research Council and the Defence Research Board. 


An important new feature of this plan is the provision for the granting of 
increases to individuals based on their productivity and research reputation, 
assessed by committees consisting of scientific peers or superiors. Long salary 
ranges have been developed in the pay plan to provide greater flexibility in 
salary administration. Scientists will be paid at a rate consistent with their 
qualifications and automatic increases of a fixed amount will no longer apply 
to' these classes. Movement within the class will also depend on performance 
as research scientists, on the improvement of scientific status within the govern- 
ment, and on the development of national and international reputations. Since 
rates of pay will be based on appraisals made by committees of scientists (in 
line with professional practice in industry, the universities, and other govern- 
ment agencies), the usual appeal procedure was modified. 


Personnel Administrators 


To assess the growing demand for staffing personnel administration in 
the civil service, the Commission, with the assistance of three senior depart- 
mental personnel directors, completed the appraisal of some 200 employees in 
personnel positions. Approximately one-half of those appraised were recom- 
mended for certification to positions within the new personnel administrator 
class. The Commission held a competition for public service employees in 
positions with a maximum salary of at least $8,280. This competition was used 
in part to select suitable officers for a concentrated, practical, 12-month course 
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in personnel administration to prepare them for intermediate or senior per- 
sonnel administrator posts. The Commission also tried to recruit experienced 
personnel administrators from outside the service but had limited success in 
this effort. 

At the year end, the Commission established a special unit with responsi- 
bility for the recruitment, selection, placement, training, career development, 
and transfer of all officers of the service who are engaged in personnel admin- 
istration functions. 


TRAINING AND DEVELOPMENT 


Courses in public administration were conducted at the basic, intermediate, 
and senior levels. Although the treatment and the emphasis varied with the 
level, the content of all three comprised a study of the same broad areas: 

(1) the environment of the administrator, 

(2) the resources of administration and the improvement of adminis- 

trative processes, 

(3) administrative practice. 


In 1964, for the first time, the basic course in public administration was 
conducted as a planned extension and culmination of the departmental training 
programs for junior executive officers and junior officers. Seventy officers 
from 20 departments were selected to attend a two-week residential course 
conducted in three sessions during the winter of 1964-65. One session was 
held in November, with the remaining two sessions planned for January and 
March 1965. 

The intermediate program was conducted in eight sessions, four three- 
week courses for headquarters personnel and four two-week courses for 
regional personnel. A total of 222 officers attended the courses which were 
held in residence at Carleton Place, Banff, Quebec City, and Halifax. 


The first extended senior course in public administration was held in 
residence at Carleton Place from February 10 to June 5. The 1964 course of 
17-weeks duration was attended by 32 officers drawn from 23 departments, 
agencies, and crown corporations, and providing a wide regional representation. 
Eminent authorities in economics, finance, management, foreign affairs, indus- 
try, and sociology contributed to the program. Several practical exercises were 
undertaken, including visits to Quebec City, Beauce County, and Montreal 
to develop and increase understanding of the problems of bilingualism and 
biculturalism. 


Languages 


A new development in language training was the establishment of a 
special school to teach French and English to public servants. The method 
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chosen for this training was one that has proven particularly useful in teaching 
students who already have some reading comprehension, resulting from several 
years of study under traditional grammar and translation methods, but who 
lack aural comprehension. Students deal mainly with oral language and are 
brought to a point where they can use their large passive vocabulary as soon 
as they have, so to speak, broken through the “sound barrier”. When they can 
recognize aurally words that they can already read, they are encouraged to 
speak the language. 


The course material for teaching French originated in France and is being 
modified to meet Canadian needs and circumstances; two universities are 
co-operating with the Commission in this task. The result will be a Canadian 
supplement to the French method which will permit the students to perceive 
phonetic and work usage differences in French spoken in Canada. 


A total of 50 students began courses when the school was first opened 
in February, and by the year end this number had grown to 150. The plans for 
1965 envisage a six-fold increase in the number of students undertaking train- 
ing. By the end of 1964, there were 14 classes for the study of French and 3 
for English. Two classes were full-time (4 months; 6 hours a day, 5 days a 
week) and the 20 students in these classes were mostly junior employees from 
the departments of External Affairs and Trade and Commerce. Students in 
the other classes were drawn from a variety of departments and attended the 
school regularly on a half-day basis. 


Accounting 


In co-operation with Carleton University and the Society of Industrial 
and Cost Accountants, the Commission is conducting a two-year cost account- 
ing course. Late in 1964, 80 employees were selected for the concentrated 
training. Successful students will become registered members of the Society. 
It is hoped that this course will to some degree meet departmental needs for 
accountants to implement improved financial management techniques recom- 
mended by the Royal Commission on Government Organization. 


Management Analysis 


A training program in systems and procedures is conducted each year 
by the Management Analysis Division. In 1964, 44 courses in specialized 
management techniques were attended by a total of 1,250 government officers, 
the majority of whom were at the senior and intermediate levels. Courses 
varied in length from two days to three weeks. Most courses are given in the 
Ottawa area but regional courses are being planned as the need arises and, in 
some instances, departments have brought regional officers to the Ottawa 
course. Officers of the division provided lectures, seminars, and demonstrations, 
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and they were supported by specialists from other departments and co-operating 
organizations, and by commercial management consultants. 


More than 40 officers, largely from governments of other countries, visited 
the division for varying lengths of time to study its operations. 


Secretarial and Office Management 


One hundred and forty employees of 20 departments participated in 
secretarial orientation courses and 150 in secretarial development courses. 
For the first time, two orientation courses and one development course were 
conducted outside of Ottawa. They were held in Moncton, with 47 employees 
from 6 departments attending. 

Enrolment in the correspondence course on the theory of office manage- 
ment totalled 1,840 employees in the English course and 358 in French. The 
examination for the 1963-64 course was held in May and 84 per cent of those 
writing were successful. The textbook was revised this year to reflect the 
changes required in the performance and standards of office workers by the 
introduction of new equipment and modern methods. 


The Commission assisted small departments and agencies with the training 
and development of their supervisors. This involved continuous coaching and 
counselling and the establishment of interdepartmental groups whose members 
worked together to plan and conduct their own development programs. 


APPEALS 


This year the Commission’s Appeals Division heard 835 appeals against 
proposed promotions and transfers; only about one per cent concerned trans- 
fers. Of these 835 appeals, 146 (17.4 per cent) were allowed by the Com- 
mission after review of the reports and recommendations of the Appeal Boards. 
This is a decrease from the percentage of appeals allowed in 1963 (20 per 
cent), and in 1962 (24.2 per cent). Candidates, whose appeals in respect of 
promotion or transfer were allowed, were re-examined, and about one-half of 
the re-examinations resulted in changes in the standing of the candidates 
concerned. 

Appeals are filed in about 10 per cent of the promotion competitions held. 
Approximately one-third of promotion competitions are for positions outside 
of Ottawa and, as far as possible, arrangements are made to have these appeals 
heard locally so appellants may have an opportunity of attending the hearing. 
In some cases the appellant presents his own case; in others, he is represented 
at the hearing either by an officer of a civil service staff association or by 
counsel, or in some cases by both. 

In 1964, 134 appellants withdrew their appeals before the hearings began, 
usually when they received the written reply to their allegations from the 
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departments concerned. During the previous year, 148 had withdrawn their 
appeals. Many appellants stated in their letters of withdrawal that they might 
not have appealed if they had been given more detailed information at the 
time they were advised of the results of the competition. 


There were 202 appeals against disciplinary actions, and 24 were allowed. 
Disciplinary appeals included 33 appeals against denial of salary increase, 
of which 3 were allowed, and 29 appeals against suspension, 9 of which were 
allowed. Forty-four appeals against demotion were heard, 5 being allowed and 
the division disposed of 96 appeals against decisions of deputy heads to 
recommend dismissal under section 60 of the Civil Service Act, allowing 7. 


In 1964, the Commission followed the practice that all boards should 
be composed of persons nominated by the Commission and that such persons 
should have no direct involvement either as management or as representatives 
of appellants. 


CONSULTING SERVICES 


Management Analysis 


The Management Analysis Division offers an advisory management con- 
sulting service to all government departments and agencies and makes surveys 
of systems and procedures on request. It also gives training courses in manage- 
ment techniques for the improvement of management at all levels in govern- 
ment, and undertakes research and produces guides, manuals, and other pub- 
lications designed to promote study and use of modern management techniques. 


In 1964, the volume of work the departments asked the Commission to 
undertake exceeded the manpower resources of the division and it was neces- 
sary in some cases to use commercial management consultants. During the 
year, 32 major surveys were started and 35 were completed, compared with 25 
started and 27 completed the previous year. Besides these, approximately 100 
minor surveys were started and completed. 


The surveys involved a wide range of specialized management techniques 
and included feasibility studies for electronic data processing applications. Five 
interdepartmental studies were initiated at the request of the Treasury Board, 
covering services which were not the responsibility of any single department, 
such as the mail and messenger service in the Ottawa-Hull area, graphic arts 
activities, statistical surveys, and the determination of supply management 
training needs. Advice and assistance were also given to the Treasury Board 
on the revision of the Board’s guides and directives to departments on manage- 
ment practices, and to the United Nations organization on electronic data 
processing and supply management. On the surveys completed in 1964, 
approximately 75 per cent of the recommendations were accepted, and some 
20 per cent were still under consideration at the end of the year. Action on 
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the recommendations often takes some time to complete but, in the long run, 
about 90 per cent of the recommendations are accepted. 


The division has produced manuals and guides to consolidate the experi- 
ence gained in its operations. An up-to-date list of these publications is dis- 
tributed widely and is sent to all government libraries with copies of new 
publications as they are listed. More than 3,000 copies of various publications 
were distributed during the year, excluding items printed and sold by the 
Government Printing Bureau. Requests were received from organizations 
throughout Canada and in other countries for permission to use these publi- 
cations in their own management improvement training programs. Two new 
manuals were drafted in 1964: “Purchasing Procedures and Methods”, and 
“Storekeeping Procedures and Methods”. 


The management information service maintained by the division has 
answered approximately 1,000 enquiries this year compared with 600 last year. 
One-third of these were for information on machinery and equipment, and 
the remainder on a wide variety of management techniques. 


Organization Analysis 


Requests to the Commission for studies by its Organization Division con- 
tinued, and 11 were completed during the year. These involved: 


The Department of Forestry 
The Bankruptcy Branch, Department of Justice 


The Geological Survey of Canada, Department of Mines and Technical 
Surveys 


The Construction Engineering function, Department of National Defence 
The External Aid Office 
The House of Commons 


The Publications Branch of the Department of Public Printing and 

Stationery 

The Mapping function, Departments of National Defence, and Mines and 

Technical Surveys 

The Air Photographic Unit, Department of Mines and Technical Surveys 

The Emergency Measures Organization, and 

The Rural Development function, Department of Forestry. 

The widespread interest in organization principles and analysis prompted 
the division to publish a booklet during the year which was entitled “The 
analysis of organization in the Government of Canada”. This booklet was 
enthusiastically received; by the year’s end the Queen’s Printer had sold 2,400 
copies to federal departments and agencies, other governments, universities, 
and private corporations. 
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The division made plans for seconding organization analysts to depart- 
mental study groups and in 1965 officers will be on loan as participants in 
substantial studies with outside consultants and with departmental officials of 
the Departments of Public Works and Citizenship and Immigration. 


In one particular study, the division examined the problems inherent in 
a situation where a minister is required to manage a large number of inde- 
pendent agencies. The organization analyst, while in Europe on a survey for 
another department, spent four days in England and seven days in Sweden 
studying the ministry systems of those two countries to determine if some of the 
concepts used there could be adapted to the federal service in Canada. This 
study will be completed early in 1965. 


INCENTIVE AWARDS 


This was the twelfth year of the operation of a suggestion award plan in 
.the Public Service of Canada, but it was also the year of the greatest changes 
in the administration of the plan. The name of the administering body was 
changed to “Incentive Award Board of the Public Service of Canada”, changes 
were made to the suggestion award program, and three new programs were 
introduced. 


The main changes in the suggestion award program were the delegation 
of authority to deputy ministers to approve cash awards of up to $500 for 
suggestions that are carried out, and an increase in the amount of money given 
for implemented suggestions that produce cash savings. 


The three new programs which were authorized are: 


—the merit award program, offering a maximum of $1,000 as an award 
to a public servant above the level of junior management for a recog- 
nizable contribution that results in a major improvement in efficiency, 
operations, or service to the public; 


—the outstanding achievement award program, giving an award of 
$5,000 to a public servant for an outstanding contribution to the public 
service which has resulted in national or international interest; 


—the long service award program, available in departments without 
such an award, offering a pin, or brooch, to employees who have com- 
pleted 25 years of continuous service in the public service. 


During the year, the public service saved an estimated $954,280 from 
997 suggestions that were put into use and awards totalling $47,353 were paid 
to public servants for these suggestions. The largest single award was made to 
Mr. M. A. Packman of the Department of Northern Affairs and National 
Resources who received $2,155 for a suggestion that saved more than $97,000 
for the department in the cost of provisioning its northern stations. 
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Appendix A 
COMPOSITION OF FEDERAL GOVERNMENT EMPLOYMENT 
as of September 1964 


Departmental Branches, Services and Corporations 
Employees under the Civil Service Act 


Pullktimese. 2). Se eee eee oe SE eee 137292 
LEU ETN ey, ae) eS, eh eee nee ee a We, een ene 1,374 
138,666 

Other Salaried Employees. . .-.caeteetr aha ee 26,590 
165,256 

Prevailmie- Rate Euiployees tse... te ee ee 21,8956 
Sais; OMCers and © rew6 iris sae een ee 3.020) 
Casuals ands Otierder aa pee techie cern ever ds pean 14,193 


TODS yk. Gee eins ein Siete? Am” 0° 9s 204,825 
Crown Companies fate, Use is A hige litany iGo Lf 143,455 
Total, All Employees, Federal Government.................. 348,280 


SourcE: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix B 
DISTRIBUTION OF FEDERAL GOVERNMENT EMPLOYMENT 
BY PROVINCE 
as of September 1964 
Salaried | Prevailing) Ship’s Casuals Crown 

Province Em- Rate Em-| Officers and Total Com- Grand 
ployees | ployees jand Crews| Others panies Total 
Newfoundland.............. 2,799 399 282 792 4,272 6,909 11,181 
Prince Edward Island.. 764 230 161 179 1,334 1,129 2,463 
NOVA SCOtia e......2-0. 8,056 2,631 1,005 eas 13,405 6,043 19,448 
New Brunswick............ 5,504 983 189 600 7,276 7,591 14,867 
Ovebecme 7 ee 1: 26,313 3,666 700 2,154 32,833 34,933 67,766 
Ontariowte 23. 4...) 78,906 6,582 204 3,870 89,562 41,871 | 131,433 
MianTtO Dac se te eean 7,931 370 45 768 10,115 15,925 26,040 
Saskatchewan................ 5,619 659 -- 391 6,669 4,747 11,416 
Al Bertaes. 0) Melted. 9,845 2,170 21 924 12,960 7,804 20,764 
British Columbia.......... 15,136 2,440 856 15755 20,187 6,993 27,180 

Yukon and Northwest 
MICITILOMEeS ee 1,467 725 By// 875 3,124 596 3,720 
broader SOR. ten 2,916 — — 172 3,088 8,914 12,002 
GUOWASEN torrent esters 165,256 21,856 3,520 14,193 | 204,825 | 143,455 | 348,280 


Source: Government Employment and Payrolls Section, 


Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix C 


CIVIL SERVICE COMMISSION 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 


as of September 1964 


BY PROVINCE AND SEX 


All Employees Males Females 

Province Yo in Yo iD. 
Number VE, (oll Number Each Number Each 

Total Province Province 
Newroundland!.2.,-.... 2,320 1.7 2,034 2.0 286 0.8 
Prince Edward Island.......... 683 0.5 564 0.6 119 0.3 
Novatscotians.c.. tte 6,932 5.0 35237 She 1,695 4.6 
INewsBronswicke.... =e 4,633 3.4 3,643 3.6 990 Dal 
Quebeche..A0eer koe 22,040 16.1 17,353 ao 4,687 12.6 
Ontanig nace e ee ee 68,126 49.6 46,625 46.6 21,501 57.8 
Manitobales oe 6,727 4.9 5,074 Dal 1,653 4.4 
Saskatchewatt. «0.1.00 3,403 oe) 2,683 De] 720 1.9 
AIDED. sees tee 7,880 eH 5,984 6.0 1,896 Sul 
British Columbia.................. 12,426 9.1 9,257 9.3 3,169 8.5 
SMUNOD 2 eee ee een 476 0.3 400 0.4 76 0.2 
Northwest Territories.......... 493 0.4 401 0.4 92 0.2 
Abroad ssn st eee ee 1,153 0.8 830 0.8 323 0.9 
TOTAL, All Provinces....| 137,292 100.0 100,085 100.0 37,207 100.0 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix D 
DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY METROPOLITAN AREA AND SEX 
as of September 1964 
All Employees Number of | Number of 
Location —_ Male Female 
Number % of Total | Employees | Employees 

DEMO LIGSt tase ee ere, cc Ra es 1,221 0.9 1,028 193 
| EU Ba, iran ee eee aR de OE a 4,814 B55 3,425 1,389 
Salto Onn IN ee ee ee 1,279 0.9 925 354 
OuebectCity see Se 8 he An 2,759 2.0 2,053 706 
INTONUTCA roan SC mneen: A Ane 2 os 13,921 10.2 10,893 3,028 
Ottawa-Hulles Ae eee ke 37,669 DIES 22,795 14,874 
MOTLOMTO MNEs Wie Cee. Mi ak ae 2 13,216 9.6 10,252 2,964 
RrAalitOninhe soe a eee A 1,429 1.0 1,090 339 
Kitchener-Waterloo......0....0ccccccceeeeeees 596 0.4 484 112 
TEOHGO Meat toe Oe oe. She 3,085 2S 2,184 901 
WV SOL eas sis ee EE ld 1,101 0.8 947 154 
SUG Diy OR Re 288 0.2 199 89 
WVU DCO eek ERA peed. 5,240 3.8 3,894 1,346 
C@aleatyeure nce. Pete ens O 2,348 17, S2 596 
TEVGI GVO) 01 (0) 0 Weert aha 5h, te ees Me 35767 2.8 2,784 983 
WalicOuveret = sea nee te 7,026 Del 5,258 1,768 
WA CLORI aaa eee ep eee ke eek hd 2,760 2.0 1,899 861 
ToTAL, All Metropolitan Areas 102,519 74.7 71,862 30,657 
Other Locations............ 34,773 AS) 3 28,223 6,550 

TOTAL, All Locations................ 137,292 100.0 100,085 37,207 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 


Dominion Bureau of Statistics. 
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Appendix E 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 


BY DEPARTMENT 
as of September 1964 


Number Percentage 
Departments of of Total 
Employees | Employees 

National Deten Cem. 4.) 1.4. nsec ton Ae ee ees DS 025) 18.2 
POSBOITICE eg.1 2 eats Ch Acai et Alle ae a Gye eI ee) 24,717 18.0 
National Revemienie. cal on ingen a Pe hts 14,702 10.7 
WieteransAltalrs warn sch: pies cake mg eet tenho oY 10,733 TES 
ARIS ORE yg oie. x Se Ret A cle cs a I Me at) so 10,504 dak 
Unemployment Insurance Commission. ..........00.....0000000.0000cccc 9,016 6.6 
PA STICUIMUTS S55 Se a ee <a ae ee ee 6255 4.6 
POGHOEWOFKS 55: EBMO Boo: 0 kc GROW ct RE 5,706 4.2 
Coniptroller of thetireasury . eG... Bee Be 4,203 Sil! 
National Health amt Welfare.5.00).:...08) Peete 3,144 pre, 
Citizenship-and lnmisrationts 4). ..c<.he..0 ee 2,618 129 
Mines and. Technical Surveys. nt .<..<. ee ee ee Dada: 1.8 
DefencerProductionkay et. eee ee ee PEA 155 
Doniinion Bureawor Statistics 4... eee once 2,093 (re) 
Northern Affairs and National Resources. ..........0....0.0....00...0...... 1,662 12 
ExtemalkA tars Sere... eee ae ee bre ae 1,680 iy 
OURGES:, oJ. .to sce ee en Rl Le | AR 2 a) Wedee seal 10,601 Wey | 

TOTAL AAT Dep ar Gime Tt 5. acai. seat wun cecleates neoet 137,292 100.0 


SOURCE: Government Employment and Payrolls Section 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY AGE GROUP AND SEX 


as of September 1964 
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All Employees Males Females 
Age Group Ye toy ie (yt Ole 
Number Total Number Total Number Total 
Winders20Ge ee. DES 1.8 623 0.6 1,902 5)5! 
Lac. | ee ae 10,419 7.6 5,362 Sy! 5,057 13.6 
PAO LS)  Leiad wis a 2 11,649 8.5 8,148 8.2 3,501 9.4 
30 — 34 12,614 9.2 SIP) 9.7 2,887 7.8 
Sea ar Ae 14,299 10.4 10,661 10.7 3,638 9.8 
40448 ee 23,955 L705) 18,588 18.6 5,367 14.4 
be AOR ot eee 21,466 15.6 16,370 16.4 5,096 13.7 
SOR SAE act eee 17,199 ds) 12,833 12.8 4,366 Mila 
BS ato eee AU 11,831 8.6 8,852 8.8 2,979 8.0 
CO 64.5 eae. cee 6,984 Sil 5,339 58 1,645 4.4 
OD andvover 4 S55 1.4 1K535) 15) 320 0.9 
Age not recorded...... 2,496 1.8 2,047 2.0 449 122 
TOTAL, 
All Age Groups....| 137,292 100.0 100,085 100.0 SAU T/ 100.0 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 


36 CIVIL SERVICE COMMISSION 


Appendix G 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 


BY SALARY GROUP 
as of September 1964 


Salary Group 


Windeing 2: 00 Oe nce meee eens creel tn men ee oe ee er ere a 
OOO) 2249 9 Ran rel td cv Ry Ace, ae ie we ae Aad 
Di) 00 ORs ec eos ee ee ee 
SLO OO SP 3 tA OO INN ie ee AER ER IE tert nM A 
30 R399 9 Re eds heer td OU Pind td MD Rr ons ee 
A000 = 94140 OR ete eon be OW Pd ee ee 
4A S00 <:4:9990 28 Bk. Be oF a a eee ae 
SOOO 2S A OO RRR s.cr cee Ree oc ots AM oe ak Beene [a8 ; 
BPN Uae Se ae. AR, hee ek Ree ee, oe Ae re 0 ee © 
6, 000 S256 149 9 eee ant te te sot shee eee cee A cet: a4 
63500 6,000 eee ee Ee ee ee 
TOO = 49 OR Ae ere ee neh eee ee ee eee 
Hs S00 = WO OO Meee ac acts, Meee ee concen eto ee ee ean 
SAO. 00 0 854 9 peter terre ean cotter tO ne a 9 ere sere) oT meen 
BS 00 S99 0 eh Me atria Mee eet ies 0 a ca at ie EAN 
D000 = 9499 eee ee OAs, cae ee: Se 1 ae 


Ie OO OF 1990 ee ee ee ener Barre pe aactaiia teh tte eel Meads aerate 
CIAL WD ESB: Dae Ree a Rae Ie sr Ger oe i ets ae dl rah es 
130003113 999 Fen. ech ppt Cae cred Ces de BCI A dees A sh 


15,000 — 15,999... adtid eacoelinccaevitigiih- ieabiatae, aca | 


16000 and Oveie. trees 2 cae Meee eevee ho L tence | 


TOTAL, all Salary Groupes cascode neon gho vintanet tonne 


Number 
of 
Employees 


420 
4,555 
8,171 

11,764 
24,563 
23,350 
19,905 
12,460 
7,29) 
5,754 
3,474 
2utd5 
2,864 
1,924 
1,390 


137,292 


Percentage 
of Total 
Employees 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix H 
CIVIL SERVICE COMMISSION LITERATURE 


Available from the Queen’s Printer 


ETE OCTVICE ACE... A IDAs kh ecko cdl hkcc cc scace eae See 


Civil Service Regulations 


Filing Services 


Available from the Commission 


Free Recruiting Folders 


Steps to Appointment 

Service Conditions and Benefits 
Citizenship and Residence Requirements 
Veterans’ Preference 

Employee Appeal Rights 


PROM REDOrt PTO G4) PROUT ich sssnancendcivegsatareamesas 
RED ATE C LY ICO TIX STMT AION S castor p art hls Aros mecca tes do scams Poa aes 
otis ester ani (COnmCL OMIM cto iss sos sys code vss 


RVPRC Es MLA VOUA weit cetera eg Gen RE es oan hn 2 Ags Gav sneahavpsecee laa ievus 
RTT LI ee Re Ne eae, arcs iy quuettecabovemyd oe 
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Civil Service Employment, where Elementary, Secondary or Vocational 


Education is required 
A job for you with the Government of Canada 


Career Opportunities for Junior Executive Officers and Foreign Service 


Officers 
Opportnuities for Graduate in Engineering 
Opportunities for Graduates in Physical Sciences 
Opportunities for Graduates in Biological Sciences 
Opportunities for Graduates in Law 
Opportunities for Graduates in Library Science 


Opportunities for Graduates in Medical Sciences, Dietetics, and Social Work 


38 CIVIL SERVICE COMMISSION 


Appendix I 


DISTRICT OFFICES OF THE CIVIL SERVICE COMMISSION 


NEWFOUNDLAND DISTRICT OFFICE LONDON SUB-OFFICE 


Marshall Building, 
127 Water Street, 
St. John’s, Nfld. 
Phone: 578-4700 


HALIFAX DISTRICT OFFICE 
Ralston Building, 
1557 Hollis Street, 
Halifax, N.S. 
Phone: 423-9321 


SAINT JOHN DISTRICT OFFICE 
Post Office Building, 
Canterbury Street, 

Saint John, N.B. 
Phone: 693-0112 


MONCTON SUB-OFFICE 
Room 404, New Federal Building, 
1081 Main Street, 
P.O. Box 548, 
Moncton, N.B. 
Phone: 384-8088 


MONTREAL DISTRICT OFFICE 
1165 Bleury Street, 
Room 1038, 
Montreal, P.Q. 
Phone: 861-2731 


QUEBEC SUB-OFFICE 
3 Buade Street, 
Post Office Building, 
Quebec, P.Q. 
Phone: 524-4430 


OTTAWA DISTRICT OFFICE 
Excelsior Life Insurance Building, 
270 Laurier Avenue, West, 
Ottawa, Ont. 
Phone: 992-6128 


TORONTO DISTRICT OFFICE 
25 St. Clair Avenue, East, 
Toronto 7, Ont. 

Phone: 924-1471 


388 Dundas Street, 
London, Ont. 
Phone: 432-6736 


WINNIPEG DISTRICT OFFICE 
Room 325, MacDonald Building, 
344 Edmonton Street, 
Winnipeg, Man. 
Phone: 943-4468 


REGINA DISTRICT OFFICE 
341 Motherwell Building, 
Victoria Avenue and Rose Street, 
Regina, Sask. 
Phone: 522-0289 


SASKATOON SUB-OFFICE 
310 London Building, 
Saskatoon, Sask. 

Phone: 242-7771 


EDMONTON DISTRICT OFFICE 
Room 766, 
Federal Public Building, 
107 Street and 99 Avenue, 
Edmonton, Alta. 
Phone: 424-0251 


CALGARY SUB-OFFICE 
630 Public Building, 
Calgary, Alta. 

Phone: 266-3160 


VANCOUVER DISTRICT OFFICE 
Sixth Floor, 
1110 Georgia Street, West, 
Vancouver 5, B.C. 
Phone: 681-5251 


VICTORIA SUB-OFFICE 
Room 401, New Federal Building, 
1230 Government Street, 
Victoria, B.C. 
Phone: 385-6787 
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put into practice on October 1, 1965. On 
that date, a major reorganization took 
place and a new staffing branch was 
formed to ensure unified direction and ef- 
fective co-ordination of recruitment, selec- 
tion, appointment, transfer, training and 
career development for all civil servants. 

Keeping in mind the tenet that man- 
agers must be allowed and required to 
manage, we delegated staffing authority, 
except in relation to the most senior 
officers of the Service, to our new 
Director General of Staffing, G. A. 
Blackburn. He, in turn, delegated this 
authority to Commission staffing officers, 
at headquarters and in the regional 
offices. He will also delegate to depart- 
mental officers once expert personnel 
administration resources are built up 
within the departments. 

Under this framework of delegation 
and decentralization of authority, most 
of the day-to-day work will be done by 
the personnel of our regional offices, 
by departmental officials in Ottawa and 
in the field, and by the National 
Employment Service. Our staff in 
Ottawa will then be able to concentrate 
their resources on the development of 
standards and guidelines and the refine- 
ment of formal staffing plans based on 
an assessment of manpower resources 
inside and outside the Service. 

These changes will require co-opera- 
tion and understanding. They will also 
require the development of suitable tech- 
niques to review or audit staffing actions 
taken under delegated authority, in 
order to ensure that managerial objec- 
tives are reached without abrogating the 
merit principle. 

Because we believe that decentraliza- 
tion can only be carried out effectively 
if there is a central core of manpower 
information for each occupation found 
in the Service, the Staffing Branch was 
organized into units responsible for clus- 
ters of closely related occupational 
groups defined under the new service- 
wide classification system. This is a 
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significant departure from past practice 
when staffing units were usually organ- 
ized to control and provide for all the 
personnel needs of individual depart- 
ments. For some months now, this 
responsibility has rested with the depart- 
ments, where it logically belongs. 
There are now eight basic units or 
programs charged with the responsibility 
of staffing an occupational segment of 
the Service. We have retained respon- 
sibility for the management of the senior 
officer program, and in this we are 
assisted by the Advisory Panel on Senior 
Appointments. The Associate Director 
General of the Staffing Branch, J. M. 
Garneau, serves as executive secretary 
of this panel, which consists of 12 deputy 
heads including the three Commis- 
sioners, the Clerk of the Privy Council 
and the Secretary of the Treasury Board. 
For staffing purposes the 10 occupa- 
tional groups of the administrative cate- 
gory were arranged into 3 staffing groups 
or programs; general administration, 
personnel administration, and financial 
administration. The personnel and finan- 
cial administration groups were segre- 
gated into separate units because of 
the special needs of the Service at 
this time for a greater degree of com- 
petence in manpower administration and 
in financial administration. However, 
this division is flexible and can be 
adjusted to meet changing requirements. 
The professional and scientific cate- 
gory was also divided into a flexible 
arrangement of three programs for staff- 
ing purposes. The socio-economic groups 
form one program, the bio-physical sci- 
ences groups form another, and the third 
is made up of the occupational groups re- 
lated to the applied sciences and particu- 
larly to architecture and engineering. 
These programs also cover the related 
corresponding technical support groups. 
The administrative support (clerical), 
the operational (service and mainte- 
nance) and the remaining technical 
occupational groups were all placed 


under a single program director because 
the greatest part of the employees in 
these groups are recruited in the region 
where they work. This program director 
is therefore concerned with gathering, 
analyzing and publishing information 
about these occupations and the day-to- 
day staffing work will be carried out 
either by our regional offices, by the 
regional offices of departments, or by the 
National Employment Service. 

A new Research and Planning Service 
was created to provide assistance to the 
program directors. Research and _ plan- 
ning on a co-ordinated basis is a new 
activity for the Civil Service Commis- 
sion. Resources are being built up so that 
the benefits of research in the behavioural 
sciences can be used for staffing pur- 
poses. This applied research is directed 
towards three main objectives: 

@ using manpower resources in the 
most effective way, 

© improving the capacity of the 
Service to attract and retain highly 
competent people, and 

@ creating an understanding of the 
technological and _ sociological 
changes that are taking place in 
the Public Service. 

A new Training and Development 
Service was also created to bring together 
all existing training offered in adminis- 
trative theory and practice, in the official 
languages of the country, and in various 
skills. This new service will provide a 
reservoir of experts to guide staffing pro- 
gram officers and departmental person- 
nel advisors. 

Training was expanded during the 
year. As a result of the comments of the 
Royal Commission on Government Or- 
ganization about the inadequacies of per- 
sonnel administration in the Service, a 
nine-month course for personnel adminis- 
trators and several courses for officers 
specializing in classification and pay were 
held during the year. A number of simi- 
lar, but shorter, courses are planned for 
1966. 

The Training and Development Serv- 


ice also finished the second year of an 
unusual course in financial administration. 
In 1964, the five year part-time course 
sponsored by the Society of Industrial 
Cost Accountants was compressed into a 
unique two year full-time course given 
by Carleton University to public servants 
from across Canada. This course was 
organized in response to a heavy demand 
for qualified financial administrators 
which could not be fulfilled by recruit- 
ment because qualified personnel in this 
field are in very short supply. 

The administrative training courses 
given every year continued to place a 
heavy emphasis on management concepts 
and practices. The two-week basic course 
was given three times to a total of 60 
junior officers. Eight sessions of the 
intermediate course were attended by a 
total of 200 officers. Finally, plans were 
made for expansion of the 17-week resi- 
dential senior officer course to include 
field trips to British Columbia and the 
Prairies, as well as to Ontario, Quebec, 
and the Maritimes. 

One important element in efforts to 
infuse new blood into the service is our 
program for the recruitment of univer- 
sity graduates. Besides our normal ac- 
tivities in recruiting graduates for work 
in general administration, foreign service, 
and science, we have developed special 
internship programs in several areas of 
staff shortages. The objective is to have 
promising undergraduates familiarize 
themselves with the Service through sum- 
mer employment in the hope that they 
will want to return on a permanent basis 
after graduation. 

So successful was the 1964 internship 
experiment for 12 students, that 58 were 
employed in 1965 for summer work in 
9 departments. Five English and four 
French language universities participated 
in the program. 

Another type of internship program 
was started on a year round basis. The 
University of Waterloo operates a pro- 
gram by which students attend courses 
for four months, work four months, and 
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go back to the university for four more 
months, for five successive years. Last 
year students studying honours math- 
ematics and specializing in computer 
programming joined the Public Service 
for their work periods. 

What do all these changes mean for 
the Civil Service Commission and for the 
Public Service? 

They mean that we will be able to fill 
departmental needs more quickly by re- 
sorting to manpower inventories and by 
undertaking continuous recruiting. The 
Staffing Branch, with its service-wide ori- 
entation, will be better able to make use 
of internal manpower resources to fill de- 
partmental needs and to encourage per- 
sonnel rotation and training throughout 
the Service. Civil servants will thus have 
more opportunity to develop themselves 
and advance their careers, and the Serv- 
ice itself will reap greater benefit from 
their experience. Finally, we are confi- 
dent that this new system of staffing will 
bring about an increase in understand- 
ing and co-operation between our offi- 
cers and those of the departments, re- 
sulting in a more effective and efficient 
Public Service. 


Bilingualism 


We have specific statutory responsibili- 
ties that have implications for bilingual- 
ism in the Public Service. In this respect, 
certain important measures were taken 
during 1965, others were refined, and 
plans were made for others yet to come. 

We gave particular attention to re- 
cruitment at French language universi- 
ties in order to increase the number of 
French language graduates entering the 
Service. The summer internship pro- 
gram started in 1964 was continued in 
1965 for French language university 
students selected in co-operation with the 
universities concerned. Forty-six such 
interns were employed during 1965 and 
a large proportion of them are expected 
to accept permanent employment in the 
Public Service in 1966. In the coming 
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year we intend to expand this and other 
recruitment programs at French language 
universities. 

During the year, we recognized pro- 
ficiency in the two official languages as 
an element of merit for selection and 
promotion in the national capital area 
and in other centres where the public 
served is sufficiently representative of the 
two cultures of the country. In all these 
cases, proficiency in both English and 
French is considered to be an additional 
asset and selection credits are given for 
second language skills. The Commission 
is developing standard tests to deter- 
mine the degree of proficiency of all 
candidates. 

Beginning next year, bilingual pro- 
ficiency, or willingness to take the neces- 
sary steps to acquire it within a pre- 
scribed time through appropriate courses 
at public expense, will be an element of 
merit in the selection of all university 
graduates recruited for administrative 
trainee positions. In 1965 this was the 
case with candidates for foreign service 
positions and it will continue to be so. 
Successful candidates who are not bilin- 
gual, will be given courses in English 
or French as part of the normal basic 
training for all new university recruits. 

We also started to refine our policies 
and procedures with respect to bilin- 
gualism in appointments to administra- 
tive and executive positions. In a few 
years bilingual proficiency or the willing- 
ness to take the necessary steps to 
acquire it within a prescribed time 
through appropriate courses at public 
expense will be a requirement for ap- 
pointments to such positions in locations 
where the public served is representative 
of Canada’s two cultures. 

Because of the policies just outlined, 
we will continue to expand our language 
training program. At the beginning of 
1965, we operated a single school and 
were giving courses to 108 students. By 
the end of the year, five language train- 
ing centres in the national capital region 


were giving a variety of language courses 
to some 2,100 students. In spite of this 
rapid growth, 1,300 applicants in the 
headquarters area could not be accom- 
modated. Furthermore, there are no faci- 
lities in other regions where a require- 
ment for language training exists. We 
are also planning to refine our training 
techniques and to develop’ capsule 
courses on the technical and professional 
vocabularies related to various occupa- 
tional specialities found in the Public 
Service. 


Appeals 


This year was the third full year of 
operations under the appeals system pro- 
vided in the 1961 Civil Service Act. The 
following table shows comparisons of the 
number of appeals heard and allowed 
during that time. 

This year, there was an increase in 
the number of appeals withdrawn before 
hearings. Most of these were made after 
the appellants received copies of the 
deputy minister’s reply to their allega- 
tions. This indicates that many appeals 
might not have been made if the appel- 
lants had been given more information 
at the time they were told the results 
of the competition. 

During the year the Appeals Division 
continued its efforts to reduce the amount 
of time required to process appeals. It is 
now possible, where both the depart- 
ment and the appellant agree that all the 


necessary facts have been placed before 
the appeal board at a preliminary hear- 
ing, to deal with the appeal within a 
very few days after it is made. Where 
there is disagreement on the facts, an- 
other more formal hearing is held after 
the prescribed notice period. 

During the year, ail departments and 
staff associations were provided with a 
booklet entitled “Guide to Civil Service 
Appeals System”, which was prepared 
for the guidance of appellants, depart- 
mental officials and members of appeal 
boards. 


CLASSIFICATION AND PAY 


The Classification Revision Program 


As outlined in the Commission’s 1964 
annual report, the classification revision 
program, which was undertaken in the 
last months of 1964, is another mani- 
festation of the far-reaching reforms that 
are being, or are about to be, carried 
out in the Public Service. In this respect, 
it is significant to note that the classifica- 
tion revision program covers all 140,000 
civil servants, as well as some 45,000 
prevailing rate employees, ships’ officers, 
and ships’ crews and other employees 
who are exempt from the Civil Service 
Act. 

During its first full year of operation, 
the Bureau of Classification Revision 
completed the development of classifica- 
tion standards for the six occupational 
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groups of the administrative support 
category: the secretarial, stenographic 
and typing, the clerical and regulatory, 
the telephone operation, the office equip- 
ment operation, the data processing, and 
the communications groups. By the end 
of the year, the 60,000 positions that 
fall within these groups had been eval- 
uated and were ready to be converted 
to the new system early in 1966. 

Towards the end of the year, work 
also began on the executive category 
and plans were made to engage man- 
agement consultants to assist in the devel- 
opmental work. This category will pro- 
vide the framework for a new approach 
to the management of senior personnel 
in the Public Service. 


In October, the Bureau absorbed the 
former Classification Branch and assumed 
responsibility for the administration of 
the present classification system until it 
is superseded by the new system. The 
Bureau also undertook to complete the 
development of an entirely new approach 
to classification and salary administra- 
tion for some 1,500 research personnel 
in the biological and physical sciences. 
Under this plan the salary progression 
of the individual is related entirely to 
measures of his productivity and scien- 
tific contribution. To develop the new 
plan, a special planning group was 
created bringing together officers of the 
Scientific Secretariat of the Privy Council 
Office, the Treasury Board. and the 
Bureau. 

It is anticipated that we will no longer 
have any responsibility for pay matters 
once collective bargaining begins. It is 
also expected that the departments will 
be responsible for administering both the 
revised pay and classification systems. 
Because of this, our Bureau of Classifica- 
tion Revision was made responsible for 
recommending the organizational frame- 
work and assessing the staffing needs in 
departments and central agencies that will 
be required to cope with this change. 
The Bureau is also making the necessary 
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arrangements for departments to exercise 
delegated authority for the administration 
of the present systems during the transi- 
tion period. Several departments have 
already adjusted their organizations on 
the basis of the Bureau’s proposals which 
were outlined in a document entitled 
“Organization and Staffing for Classifica- 
tion and Pay Administration in Govern- 
ment Departments”. This document 
analyzed the organizational implications 
of the emerging systems, proposed an 
organizational framework, and outlined 
a suggested guide for determining staff 
requirements for classification and pay 
personnel. 


Comprehensive proposals for a system 
to monitor and evaluate delegated author- 
ity were prepared by the Bureau. These 
should assist central management to 
determine whether the delegated author- 
ity is used properly. The Bureau is also 
acting as co-ordinator between central 
agencies and departments to increase and 
develop competence in administering the 
emerging systems of classification and 
pay. 

Early in 1966 the Bureau will begin 
a pilot project in four departments to 
test and validate its proposals before 
more extensive delegation is made to 
other departments later in the year. 


Pay Determination 


We continued to fulfil our responsibil- 
ities in the salary determination process 
as set forth in the Civil Service Act, 
recognizing, however, that once legisla- 
tion on collective bargaining is passed, 
we would no longer have any respon- 
sibility in this area. 

In June, we recommended salary in- 
creases retroactive to October 1, 1964 
for postal, customs and immigration em- 
ployees, technicians, draftsmen, skilled 
workers, and their immediate supervisors. 
The Treasury Board approved our rec- 
ommendations on July 16, but certain 
postal employees were not satisfied with 
the adjustment and went on strike July 


22. The Governor in Council appointed 
Judge J. C. Anderson Commissioner to 
investigate the claims of these employees 
and to make recommendations on pay 
adjustments that might bring an end to 
the strike. Among other things, Judge 
Anderson recommended a mid-cycle in- 
crease, effective August 1, for most of 
those in this group. The strike ended on 
August 7. 

We believe that our recommendations 
were appropriate, bearing in mind that 
they were formulated within the policy 
framework laid down in Section 10 of 
the Civil Service Act, the terms of the 
cyclical pay policy adopted in 1961 and 
the traditional national rate policy for 
the Service. The greatly accelerated in- 
crease in wages and salaries in the early 
months of 1965 exerted strong pressures 
on this policy framework however. By 
early summer it had become quite ap- 
parent that there were shortcomings in 
the biennial review arrangements and in 
the national rate policy for certain occu- 
pations. Judge Anderson’s report con- 
firmed our growing concern with these 
two problems and was helpful in the 
evolution of a more flexible policy in 
this area. 

In his final report in September, Judge 
Anderson also pointed out a major prob- 
lem when he emphasized the difference 
in time between the date on which a 
salary revision comes into effect, that is, 
a retroactive revision, and the date on 
which civil servants actually receive the 
increase. There are reasons for this. Time 
is needed to collect and analyze outside 
rate information and consult with depart- 
ments and staff associations before mak- 
ing recommendations to the Treasury 
Board. There is often a gap of 8 to 10 
months between the announcement of 
the new rates and the retroactive data 
on which they take effect. The Commis- 
sion has been concerned about this effect 
on salaries not only because of the in- 
convenience to employees but because of 
the limitations this puts on our ability 
to staff the Service. We recognized that 


we should alleviate this problem and 
furthermore we believed that it would 
not be in the public interest to keep 
the existing rates unchanged until the 
normal cyclical review was completed 
in 1966. Therefore, in early November, 
we recommended interim increases for 
professional and technical groups (effec- 
tive July 1, 1965) and for adminis- 
trative and clerical groups (effective 
October 1, 1965). These interim ad- 
justments were down-payments on the 
final adjustments to be made in 1966 and 
were based on salary trends. They were 
approved in December. 

As Judge Anderson indicated in his 
report, because salary rates outside the 
Service move up each year, rates in the 
Service may be almost one year behind 
as soon as they are put into effect. What 
iS worse, when it is time for the next 
review—two years later—the difference 
may almost be three years. Under these 
circumstances, the competitive position 
of the Service deteriorates rapidly and 
we are often unable to attract and retain 
sufficient qualified personnel to meet de- 
partmental requirements. Therefore, we 
advised the Government last November 
that we were considering the desirability 
of recommending 1966 mid-cycle in- 
creases based on an estimate of the an- 
ticipated movement in outside rates. Such 
a change would mean that salaries would 
be more currently competitive with the 
outside market from mid-1966 on. 


We also agree with Judge Anderson 
that the national rate policy presents 
serious difficulties in attracting and re- 
taining employees in high wage areas. 
This is particularly true in certain occu- 
pational groups and we recognize that 
serious study will have to be given to this 
problem before rates of pay are next 
revised for these groups. 

In August we recommended a transi- 
tional salary review for a small group of 
hospital service employees. Their last pay 
revision had been put into effect January 
1, 1964 and their next normal review 
would have been October 1, 1966, a time 
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span of 34 months. Because it was agreed 
as part of the transition to the new classi- 
fication system, that no class of em- 
ployee would go without a pay review 
for more than 24 months, these em- 
ployees were given a transitional revision 
effective January 1, 1965, where war- 
ranted by outside comparisons. 

Because of pronounced upward move- 
ments in certain outside salary rates, it 
was necessary to make selected adjust- 
ments during the year. This affected 
nurses, engineers and librarians. We also 
recommended last summer, a special re- 
vision for a small number of employees 
who were earning less than $1.25 an 
hour, the minimum prescribed by the 
Canada Labour Code. 

Moreover, the labour code, which 
came into effect July 1, 1965, not only 
affected the pay of some civil servants 
it affected their conditions of employ- 
ment as well. Regulations on vacations 
and holidays were examined, and though 
existing provisions for vacations were 
seen to be more advantageous than those 
set forth in the Code, it was necessary to 
provide vacation pay for employees who 
work for at least 30 days but leave the 
Service before they are entitled to vaca- 
tion leave (after six months continuous 
service). It was also necessary to enable 
casual and certain part-time employees to 
receive vacation pay equal to four per 
cent of their earnings, instead of two 
per cent, the rate prescribed in the 
Annual Vacations Act. 

To conform to the Code, the rate of 
compensation for work on a holiday was 
set at time and one-half instead of straight 
time. Provision was also made for casual 
employees to be granted a paid holiday 
if they are employed for at least 30 days 
immediately before that holiday and are 
paid for at least 15 of those days. 

We also altered existing provisions for 
compensatory leave instead of overtime 
for employees on a 40 hour week, in 
order to bring these in line with prac- 
tices outside the Service. These employees 
are now entitled to a cash payment 
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as soon as possible after the end of the 
month in which the overtime was worked. 


Pay Research 


The Commission’s pay recommenda- 
tions to the Treasury Board are based on 
information gathered by our Pay Re- 
search Bureau on rates of pay and con- 
ditions of employment prevailing in 
business and other governments. The 
Bureau’s activities are linked to the major 
occupational groupings recognized in the 
regular cyclical review of salaries for 
civil servants. This year, its program 
began to reflect the changes in occupa- 
tional grouping brought about by the 
Classification Revision program. 

Major reports were made on rates of 
pay outside the government for service 
and maintenance classes, administrative 
and the administrative support classes, 
hospital services classes and professional 
classes. The Bureau also studied the 
implications of the reports of Judge 
Anderson for pay research and it exam- 
ined methods to produce survey infor- 
mation more quickly and improve wage 
trend data. 

A number of special reports were 
issued during the year on such subjects 
as: 

e the educational background of 
senior civil servants 

e the distribution of civil serv- 
ants by department, occupational 
group, category structure, and 
salary level 

e scheduled rates of pay of ele- 
mentary and secondary school 
teachers, and 

® anticipated recruiting rates for 
1966 university graduates. 

Most of the reports issued by the Pay 
Research Bureau are confidential and 
their distribution restricted. This is neces- 
sary because it is on this basis that the 
employers surveyed make their informa- 
tion available to the Bureau. 

Once again the Bureau co-operated 
with other agencies of government to 


avoid excessive demands on employers 
and to co-ordinate pay research activities 
in the whole Public Service. During the 
professional-technical survey in the sum- 
mer and during the administrative-clerical 
survey in the fall, officers of the Ontario 
Pay Research Branch accompanied the 
Bureau’s officers on many field visits 
throughout Ontario so that a single 
survey fulfilled the requirements of both 
governments. At the same time as it 
conducted its survey on professional and 
technical groups, the Bureau gathered 
information for the National Research 
Council on the rates of pay of scientists 
and engineers engaged in research and 
development work. 

Most of the information for the 
Bureau’s reports is gathered in inter- 
views with the officials of several hun- 
dred firms and institutions. This direct 
approach is essential in reaching a high 
degree of accuracy in comparing the 
duties and responsibilities of positions in 
the Service with those outside the Service. 
It also provides a good understanding of 
the compensation policies and practices 
of other employers. 


ADVISORY SERVICES 


As part of our concern for efficient 
and effective administration, we offer 
advisory services to all government de- 
partments and agencies. These are pro- 
vided by our Organization Division and 
our Management Analysis Division. 

Ten organization studies were com- 
pleted this year, four others were in 
progress at the year end. Arrangements 
were also made to start surveys of the 
Department of External Affairs and the 
proposed Department of Energy, Mines 
and Resources. 

Although officers of the Organization 
Division work for the most part on 
studies undertaken by the Division itself, 
special arrangements are often made to 
use their services in other ways. For 
example, organization analysts were 


loaned during the past year to the 
Departments of Public Works and Citi- 
zenship and Immigration to participate 
in large-scale management studies con- 
ducted by outside consultants. 

Three definite trends were noticed by 
the Division’s officers last year. The first 
was a continuation of departmental re- 
quests for surveys based on recommenda- 
tions made by the Royal Commission on 
Government Organization. The second 
was an increase in the number of requests 
for assistance and advice on staffing and 
personnel matters. These came mostly 
from departments and agencies that are 
too small to set up their own systems of 
manpower planning. Finally, there was 
a trend to studies that affect more than 
one department; for example, there was 
a study made for the Secretary of State 
that had to take into account the respon- 
sibilities of 12 officials having deputy 
head status. 

The Management Analysis Division 
also offers a management consulting serv- 
ice to all departments and agencies. It 
conducts surveys of management prob- 
lems, does research and prepares pub- 
lications on the improvement manage- 
ment techniques, and maintains an in- 
formation centre. 

During the year the Division under- 
took 23 new major surveys, completed 
23 others and conducted 108 minor 
surveys in 50 departments and agencies. 
It carried out four computer feasibility 
studies and began two more before the 
end of the year. Three interdepartmental 
surveys requested by the Treasury Board 
were completed and three others were 
still under way at the year end. They 
involved departmental and Treasury 
Board Estimates procedures, central 
administrative services in government 
buildings, and a review of transcribing 
and typing standards throughout the 
Service. This year, requests for studies 
showed an increasing interest in planning 
techniques and in budgetary control 
systems. 
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The Division also conducted 13 dif- 
ferent management improvement courses 
which were attended by some 620 
employees, most of whom were senior 
or intermediate officers. Three new 
courses were started last year: 

® an introductory six-week course 
to train work measurement tech- 
nicians, 

@ a one-week course for depart- 
mental store supervisors and 
senior stores personnel, and 

e a four-day course on planning 
and scheduling techniques includ- 
ing the Program Evaluation Re- 
view Technique (PERT) and the 
Critical Path Method (CPM). 

Fifteen countries sent officers to visit 
the Division during the year to study 
its operation and to gather information 
about management improvement activi- 
ties. At the request of the United Nations, 
the Division prepared and gave to 17 
officials from other countries a 10-day 
orientation course on mechanized data 
processing. As a result of its work on 
this program, and at the request of the 
United Nations, the Division prepared 
the necessary material for a complete 
course to be used by developing nations. 

The Division’s information section 
continued to receive questions on prob- 
lems about office equipment and survey 
methods. The number of inquiries in- 
creased again; from 600 in 1963, to 
1,000 in 1964, to 1,300 during 1965. 


INCENTIVE PLANS 


A new incentive plan—the merit award 
—was put into operation this year and 
10 awards totalling $7,900 were presented 
by the Incentive Award Board. This 
award—worth up to $1,000—is given to 
public servants who, by their perform- 
ance and ingenuity, effect improvements 
in efficiency, operations, or service to 
the public. The following employees 
received joint awards for working on the 
same project: J. R. Killick and A. E. 
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Johnson, from the Department of De- 
fence Production, J. D. Milne and H. E. 
Lawrence from the Department of 
National Defence and L. C. Pingle, A. S. 
Clowater, and R. H. Sexton from the 
Department of Defence Production. 

Single awards were presented to T. E. 
Brown from the Department of Defence 
Production, T. H. Kihle and E. R. Mit- 
chell from the Department of Mines and 
Technical Surveys, Dr. J. H. Jenkins 
from the Department of Forestry, Earl 
Godfrey from the National Museum and 
A. Brennan from the Government Print- 
ing Bureau. 

For the thirteenth year, awards were 
made to public servants for suggestions 
that resulted -in savings or increased 
efficiency. During 1965, savings totalling 
$1,177,000 resulted from the implemen- 
tation of 825 suggestions and an amount 
of $42,729 was paid to the employees 
who had made these suggestions. The 
largest single award during the year was 
made to Sergeant J. A. Lockey of the 
Department of National Defence, Ma- 
teriel Command, at Rockcliffe, Ontario. 
He received $1,560 for suggesting a way 
to prevent corrosion on aircraft support 
struts. This suggestion resulted in a saving 
of $58,010 the first year it was put into 
effect. 


PERSONNEL CHANGES 


In order to broaden the experience 
and further development of personnel 
administrators in the public service, we 
undertook to rotate or transfer personnel 
at all levels among the departments and 
central agencies of the Service. 

A few such changes at the senior levels 
are worthy of note. 

A. R. K. Anderson, previously Director 
General of Civilian Personnel of the 
Department of National Defence became 
Director of our Bureau of Classification 
Revision. 

F. E. Anderson became Director of 
our Financial Administration Staffing 
Program. He had been Director General 


of Finance for the Canadian armed forces 
before his appointment to the Com- 
mission. 

R. D. Boyd, who had been Director of 
Personnel in the Post Office Department, 
became Director of Personnel in the 
Department of Veterans Affairs. 

V. M. Clarkson, a senior officer of the 
Commission, was loaned to assist in the 
reorganization of the National Employ- 
ment Service. 

J. M. DesRoches, previously Director 
of Management Services in the Depart- 
ment of Defence Production, came to 
the Commission as Director of the 
staffing program for the socio-economic 
occupational groups. 

P. A. Faguy, previously Director 
General of the Emergency Measures 
Organization, became the Government 
Advisor on the Royal Commission of 
Inquiry into the Working Conditions of 
the Post Office Department. 

K. C. Foster, became Director of Per- 
sonnel and Administration in the Civil 
Service Commission; he had been Regis- 
trar of Citizenship in the Department of 
Citizenship and Immigration. 

J. F. Godsell, was appointed our 
Staffing Program Director for the applied 
sciences occupational groups. He had 
been a Chief of the Marine Excavation 
Division in the Department of Public 
Works. 

Dr. D. H. Laughland, who now heads 
our staffing program for the bio-physical 
sciences groups had been Director of 
Administration in the Research Branch 
of the Department of Agriculture. 

J. D. Love, previously Director of the 
Bureau of Classification Revision became 
Assistant Secretary (Personnel) of the 
Treasury Board. 


W. R. Martin, a senior officer on the 
staff of the Personnel Policy Division of 
the Treasury Board, became Registrar of 
Citizenship in the Department of Citizen- 
ship and Immigration. 

T. G. Morry, previously Director of 
Personnel and Administrative Services at 
the Unemployment Insurance Commis- 
sion, became our Staffing Program 
Director for the personnel administration 
group. 

C. R. Patterson, previously Director of 
the Operations Branch in the Commission 
became Director General of the Emer- 
gency Measures Organization. 

K. R. Scobie, was loaned to the De- 
partment of National Defence to serve 
as Director General of Civilian Person- 
nel. He had been Director of our Pay 
and Conditions of Service Branch. 
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Appendix A 


APPOINTMENTS, SEPARATIONS, PROMOTIONS, AND TRANSFERS 
UNDER THE CIVIL SERVICE ACT 


1963, 1964, 1965 


1963 1964 1965 
Number of employees under the Civil 
DELVICE MACE ween emer ane cent ee 137,818 138 , 666 140,206 
New appointments to the service................ 14,750 19,199 21,700 
Separations t7.4:45. Me ec ee 11,226 13,162 14,546 
Promotions: 23% =. 2a eee eee 17,886 18,536 20,475 
Transtersev nen eens See ee 1,012 2,266 970 


* Excluding term and summer employees. 
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Appendix B 


COMPOSITION OF FEDERAL GOVERNMENT EMPLOYMENT 


as of September 1964 and 1965 


Departmental Branches, Services and Corporations 
Employees under the Civil Service Act 


Full-time 2. seo. cicae ee ee ee eee ee 
PArttiMe oss 4:. eee occ ee en eee 


Other salaried: Employeess..ic...cshat terrain mavaeoninne teas 


Prevailing Rate Emiployees:.c. 4... ee 
Snips. Omeersramd: Crew sre xc: ,. detente sists ess ns 
CASAS tan O.CDeTS i. we caine cele uarenannjoretntoeae ess 


Total, Departmental Branches, Services and Cor- 
POLAUONS 7 Basi beet Lo ee ee serene 
SEO Wil COM OIICS rca 8 on uh ph denseea ts cust eee A 


Total, All Employees, Federal Government............ 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 


1964 


137,292 
1,374 


138 ,666 
26,590 
165,256 
21,856 


3,520 
14,193 


204 ,825 
143,455 


348 , 280 


1965 


139,631 
575 


140, 206 
26,710 
166,916 
21,621 


3,818 
13.722 


211,077 


143 ,073 


354,150 
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Appendix E 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 


as of September 1964 and 1965 


BY METROPOLITAN AREA AND SEX 


Location 


Saint John, N.B......... 
Quebec City. se 
Montreal lea ee 


Vancouvere... ee 


Victorias. fee ae 


Total, All Metro- 
politan Areas.......... 


Other Locations.......... 


Total, All Locations... 


All Employees 


Number % of Total 


1964 1965 1964 | 1965 


L522) 1,234 0.9 0.9 
4,814 5,066 BY 3.6 
15279 15276 0.9 0.9 
25159 2,884 Po) oil 
133921 14.257) 10.2:) 3052 
37,669 | 38,094. 27559] «27.3 
U35 2163) “135914 9.6%) “1020 
1,429 1,422 1.0 1.0 
596 634 0.4 0.4 
3,085 3,051 wes ey 
1,101 1,087 0.8 0.8 
288 296 0.2 0.2 
5,240 D582 3.8 Syste 
2,348 2,384 1.7 i 
a7 67 3,862 2.8 7a) 
7,026 de 123 Sel! Sat 
2,760 2,017 2.0 are 
102,519 | 104,793 | 74.7] 75.1 
34,7731) 3345838) | £2553 | 24.9 
1372927) 9395631") "100-0 |" 100-0 


Number of 
Male 
Employees 
1964 1965 
1,028 1,031 
3,425 3,623 

925 917 
2,053 Dalg2 
10,893 il ile} 
22,795 23,678 
10,252 10,689 
1,090 1,090 
484 517 
2,184 2,154 
947 921 
199 210 
3,894 3,943 
e752 1,765 
2,784 2,834 
5,258 5,266 
1,899 1,972 
71,862 | 74,000 
28 , 223 28,071 
100,085 | 102,071 


Number of 
Female 
Employees 
1964 1965 
193 203 
1,389 1,443 
354 359 
706 TA 
3,028 3,039 


2 I0an| see) 
339 BE PA 
112 117, 
901 897 
154 166 

89 86 

1, 3467; 1,389 
596 619 
983 | 1,028 

15768)| 1,857 
861 905 


6,550.) 6, 167 


37,207 | 37,560 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 


20 


Appendix F 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY DEPARTMENT 


as of September 1964 and 1965 
ee ee ee ee Ee ae ee ee ee ee 


Number Percentage 
of of Total 
Department Employees Employees 

1964 1965 1964 1965 

GSE Ce Mee. So Meret cisecitunetaie ott Re rere ecm ened 2B TAT) 25,639 18.0 18.4 
Nationa TAD efen Ce siete tse a rote a deren cea 25025 24,497 LZ 17.6 
National Revenues = 1c 2 ae Se... 14,702 13,742 10.7 9.8 
Welerans “Affairs... ee eee eee OL cece 10,733 10,741 7.8 Vel 
ELTANS DOT Dyess: el arene as rei ak ta eee iis 10,504 10,701 Ted Vell 
ASTICUITUTG meetin scanner anne Aint Eee oe ee oe cnet Peers 6,255 6,458 4.6 4.6 
UDC Workers Bete ae ees ees ee ert mca «ie, De et 5,706 55 TAT 4.2 4.1 
Unemployment Insurance Commission. ..............c60ccccccc0000- 9,016 5,158 6.6 See, 
LV are. Peart chic SiMe ke ie a OP * 4,537 — 3:53. 
Comptrollemokthestreasury mars eee ee 4,203 4,336 351 Sel 
National jHealthtandgWelfarcses ss ee renee ee eee 3,144 3,287 2.3 2.4 
Citizenshiprang@ IMou eta tong tees steerer cate cartoons: 2,618 2,806 1.9 2.0 
Mines.and. Technical Surveysis..cle. Fos stenievweasv ices DD Si92 2,695 1.8 1.9 
DICIENCO POC UCTION Bre caciettse. ton os sctenwt insane vereeeppstenss PAI PISS EY iVae) 1.8 
Dominion Bureau Of Statistics 2. 0.2). oh Ses 2,903 PL PAS 1.5 1.6 
External Atlaits: , eet ce Aes, ee de Oh ee. 2, 1,680 1G OS he? 1.4 
Northern Affairs and National Resources..................000... 1,662 1,872 eZ a8} 
Pra dean Gh @oOnmnencew cue ewes ee ee eee oe — 1,424 — 1.0 
Royal Canadian Mounted Police.........cccccccccccccscesceccesssevsees — 1,307 — 0.9 
FE ESINOC LES aero te as ee th eI wa kc thpnicence — 1,306 — 0.9 
OLOGY cee a ar eo tthe rete esters inal eitickoey — 1,038 — 0.7 
Secretaryrom States 40 ae et on ee ee, ee eee tee — 940 — 0.7 
Cival Service ConinissiOninn...cae ation et ches — 863 — 0.6 
LO lao Wee fine Oars! a i aaa Se ea eral. aE 10,601 3,907 ded 2.8 
Total fAlliDepartinentsiy eee ee eee eee 137,292 139,631 100.0 100.0 


—— a Ne ee eee 
*In 1964 figures under 1,000 were not available for comparison. 
Source: Government Employment and Payrolls Section, 


Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Appendix H 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY SALARY GROUP 


as of September 1964 and 1965 
SS a set Se ee ee ee. een, 


Number Percentage 
of of Total 
Salary Group Employees Employees 


1964 1965 1964 1965 


Mader: $2,000... snche.2 ant AG Be AIOE cos hc 420 — 0.3 — 
2000 — 2223499 N G58 Une ey Cmsoes cs ote pest 4,555 3,498 323 Zs 
SOO 22599 SS LOL Se Dee Le Uale ei 8,171 8,080 6.0 5.8 
S000) = 555 BOO 2 no ee ood A ike Dy ee! 11,764 10,243 8.5 hops! 
S00 = 15, S90R ye ee GA oe eS 24,563 16,783 17.9 12.0 
A OOD SA AOF Fe ee ON ee 23,350 20,831 17.0 14.9 
OE Bee 0 er deta tials titan tie Rica steosbaake pou 19,905 19,644 14.5 14.1 
SO re IG oie cote ke oe ees Meteesses ok 12,460 195322 OL 13.8 
Sat oS 1, SR Ree el 7,295 12,467 533 8.9 
AL Uh 2a AS 5 A ce AO A Se Pe oe 5,754 6,951 4.2 5.0 
OU re II OME re ccf oh cere eee 3,474 4,288 2 Baul 
TP MEATS PR 5st saeco ents si cnet 2,495 3,343 2.0 2.4 
Coil l= pla | 3 5 SR even t Ln dae ee TR. 2,864 2,920 De il 2 
LEU abo 31a aR RS Me A Ce Nc 1,924 2,209 1.4 1.6 
SOI BRON choc te alec: a sinemeieciesd-vie mace 1,390 15270 1.0 0.9 
DOO 59 AO a he ete sais ee ee ke 1,370 1,866 1.0 1.4 
DOU DOO et AeA ee ee Rao 958 863 0.7 0.6 
NO OOORS TO DOOM. eccrnasincanew me ee 1,481 1,704 1 Pett 12 
EUR 0 a Th 2S a RE 492 734 0.4 0.5 
AIPA 1) OARS 95 1 SR ee OR A a a 844 943 0.6 0.7 
US OOM ES SO ns het evs ceseanss ee ee ces 391 426 0.3 0.3 
NAO 14 ODOM a. serve siemaben tea weeecorisexeorsssaleoniece 258 320 0.2 0.2 
TSOOORSHS 999 WN as neta ee ek ere ee 347 407 0.3 0.3 
1G00OMnd overs. ee eee 487 519 0.3 0.4 

Motal VAliSalary Groups... ee 137,292 139,631 100.0 100.0 


—————————— eee Ot 


Source: Government Employment and Payrolls Section, 
Public Finance and Transportation Division, 
Dominion Bureau of Statistics. 
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Annexe F 
REPARTITION DES EMPLOYES PAR GROUPE D’AGE ET SELON LE SEXE—EMPLOIS CONTINUS 


septembre 1964 et 1965 


a eae Se a ee en ee ee ee eee eee. Se 


Tous les employés Hommes Femmes 
Nombre % du Nombre % du Nombre % du 
Groupe d’age total total total 
1964 1965 1964 | 1965 1964 1965 1964 | 1965 1964 1965 1964 | 1965 

3,406 1.8 2.4 623 903 0.6 0.9 1,902 2,503 Se Os H/ 
10,944 TAS 7.8 5,362 5,911 5.4 5.8 5,057 5,033 1326 13.4 
11,872 8.5 8.5 8,148 8,349 8.2 8.2 3,501 33523 9.4 9.4 
12,701 9.2 9.1 ORT, 9,812 S).7/ 9.6 2,887 2,889 7.8 thew! 
13,518 10.4 ail 10,661 10,199 10.7 | 10.0 3, 638 3,319 9.8 8.8 
22,945 Thess 16.4 | 18,588 17,781 iG || 17/5c! 523567 5,164] 14.4 le 7/ 
22,948 IDE 16.4 16,370 | 17,798 1 Cor. Sl 5,096 1507) 13e7 Bie) 
18,532 W265) 13.3 122833 13,901 12.8 13.6 4,366 4,631 117, 12.3 
12,811 8.6 9.2 8,852 9,623 8.8 9.4 2,979 3,188 8.0 8.5 
TE 1B Sel 5.1 5,339 5,420 Dod Sad: 1,645 1,710 4.4 4.6 
_ 65 et plus ae 1,316 1.4 1.0 1,535 1,048 25 1.0 320 268 0.9 0.7 
Age non consigné ; 1,508 1.8 itil 2,047 1,326 2.0 123 449 182 le ORS 
Total, tous les groupes d’age....| 137,292 | 139,631 | 100.0 | 100.0 100,085 | 102,071 | 100.0 | 100.0 | 37,207 | 37,560 | 100.0 100.0 
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Annexe D 


REPARTITION DES EMPLOYES PAR PROVINCE ET SELON LE SEXE—EMPLOIS CONTINUS 


septembre 1964 et 1965 


Tous les employés Hommes Femmes 

Province % dans % dans 

Nombre % du Nombre chaque Nombre chaque 

total province province 

1964 1965 1964 | 1965 1964 1965 1964 | 1965 1964 1965 1964 | 1965 

penne=\NCUVC scone ttre erercecayr ent eee 2,320 2,369 ey ed 2,034 2,069 2.0 2.0 286 300 0.8 0.8 
fle du Prince-Edouard..............:.0cc 683 708 0.5 0.5 564 585 0.6 0.6 119 123 0.3 0.3 
Nouvelle-Ecosse............ 6,932 7,149 5.0 Sel S230 5,410 Sie, 553 1,695 1739 4.6 4.6 
Nouveau-Brunswick 4,633 4,663 3.4 323 3,643 3,629 BAO 3.6 990 1,034 De} Werks) 
COUsbeGa ene ei scare nn eae eee 22,0408|0 225536) | a6. 1 162) ee e303 ah else 7856 lee Lesh elk 64 4,687 4,748 | 12.6 12.6 
Es LET 8 a ee RR ea 68,126 | 68,845 | 49.6 | 49.3 | 46,625 | 47,584 | 46.6! 46.6} 21,501 | 21,261 | 57.8 56.6 
Manito bases heen ee 6,727 6,899 4.9 4.9 5,074 5,183 Sail Jel 1,653 1,716 4.4 4.6 
3,403 3,469 eS Pe) 2,683 2,703 Dail Ded 720 766 1.9 2.0 
7,880 8,045 7 5.8 5,984 6,077 6.0 5.9 1,896 1,968 Sal a2 
1254269| 125577 OFT 9.0 9,257 9,243 9.3 9.0 3,169 3,334 5) 8.9 
476 500 0.3 0.3 400 404 0.4 0.4 76 96 0.2 0.3 
493 519 0.4 0.4 401 410 0.4 0.4 92 109 0.2 0.3 
1,153 gis 0.8 1.0 830 986 0.8 1.0 323 366 0.9 1.0 
Total, toutes les provinces................ 137,292 | 139,631 | 100.0 | 100.0 | 100,085 | 102,071 | 100.0 | 100.0 | 37,207 | 37,560 | 100.0} 100.0 
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Annexe C 


REPARTITION PAR PROVINCE DES EMPLOYES DU GOUVERNEMENT FEDERAL 


Septembre 1964 et 1965 
a eS A ee Oe a eee eee eee 


Employés a Employés aux Officiers et équi- | Employés inter- Sociétés de Total 
Province traitement taux régnants pages de navires | mittents et autres Total la Couronne général 
1964 1965 1964 1965 1964 1965 1964 1965 1964 1965 1964 1965 1964 1965 
UGRTOIN UE sccctee brcieconaentonnss 2,799 2,866 399 411 282 372 792 724 | 4,272 | 4,373 6,909 7,098 | 11,181 11,471 
fle du Prince-Edouard.......... 764 785 230 249 161 145 179 163 1,334 1,342 1,129 986 | 2,463 2,328 
Nouvelle-Ecosse. ..............00..:. 8,056 8,205 | 2,631 2,659 1,005 1,220 iS 1,979 | 13,405 | 14,063 6,043 5,710 | 19,448 19,773 
Nouveau-Brunswick............ 5,504 5,460 983 1,015 189 180 600 OFT ie 1Oulte S520 eyo 7,208 | 14,867 14,560 
QuébeChee ey cee 26,313 | 26,679 | 3,666] 3,649 700 701 2,154 | 2,808 | 32,833 | 33,837 | 34,933 | 36,069 | 67,766 | 69,906 
Onitani Opes estas meee. 78,906 | 79,059 | 6,582 | 6,354 204 213 3,870 | 5,748 | 89,562 | 91,374 | 41,871 | 41,716 |131,433 | 133,090 
Manitoba eee 7,931 8,078 SIA 1,405 45 45 768 1,009 | 10,115 | 10,537 | 15,925 | 15,542 | 265040) |" 26,079 
Saskatchewan........00....0000... 5,619 5,716 659 64 Gi eee ctl ees emi 391 617 | 6,669 | 6,979 | 4,747 | 4,560 | 11,416 11,539 
PLD EL auntie mute nce 9,845 9,968 | 2,170} 2,091 21 19 924 PO O20 | 12596071 1355990 758041 TesOsn 2057640 eo 1407, 
Colombie-Britannique.......... P86 15327) | 25440) 25425 856 877 L755 2257 205187) | 2058865) 6.9938 6,899 | 27,180 | 27,785 
Yukon et Territoires du 

Nord-Ouest ae ve 1,467 1,580 TPS Gy 57 46 875 O30F se 24 5 |e s823 596 BY/Tf 3,720 3,900 
PLeXTERIC UN ia ater ee wee 2,916 JIL OCT eeeersceere | (eet opel GPerioc eee | eerie: ae 172 219 3,088 3,412 | 8,914 8,900 | 12,002 12Eai2 
DOTA eran ccs tenae nice 165,265 | 166,916 | 21,856 | 21,621 3,520 | 3,818 | 14,193 | 18,722 |204,825 |211,077 |143,455 |143,073 |348,280 | 354,150 


SE EE ee ee ee Se eee eee ee ee eee 
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THE DEVELOPMENT OF NEW LEGISLATION 


Throughout 1966 we were closely in- 
volved in the preparation of new legislation 
to replace the present Civil Service Act. 
As early as 1962, we began a study of our 
operations and the statute!which govern- 
ed them in the light of pertinent recom- 
mendations of the Royal Commission on 
Government Organization. Later, the 
report of the Preparatory Committee on 
Collective Bargaining in the Public Service 
added a new dimension to our study and in 
the first weeks of 1966 we brought to the 
attention of the Government the need for 
substantial changesin the Civil Service Act. 

During our study, we consulted fre- 
quently with employee associations and 
departmental officers. We take this oppor- 
tunity to express our gratitude to all those 
persons who advised and assisted us in our 
review. 

From our study, we concluded that new 
legislation was required and that it should 
serve three major objectives. Bill C-181, 
the proposed Public Service Employment 
Act, was developed with these considera- 
tions in mind. 

The first objective was the re-affirmation 
of the merit principle as embodied in pre- 
vious Civil Service legislation, and its ex- 
tension to certain groups of employees who 
had remained exempt from the provisions 
of the Civil Service Act of 1961. The proven 
philosophy of appointment and promo- 
tion on the basis of merit is the core of Bill 
C-181. The security of this policy is again 
assured by the explicitly stated authority of 
the Commission for all appointments to as 
well as from within the Public Service. 

The second objective was to provide the 
Public Service of Canada with the kind of 
effective and efficient staffing agency that 


was described in our report to Parliament 
for the year 1965. To this end, the Bill pro- 
vides for discretion on the part of the Com- 
mission to adapt its methods and proced- 
ures in order that it might respond quickly 
and intelligently to changing demands and 
circumstances. In this respect, the provi- 
sion under which the Commission may 
delegate any of its powers, except in rela- 
tion to appeals, is particularly significant. 

The third major objective was to accom- 
modate the establishment of a collective 
bargaining system in the Public Service. 
Bill C-181 relieves the Commission of its 
responsibilities in matters of pay, classifi- 
cation and conditions of employment, as it 
is only proper for these to be assigned to 
the agency who must represent the em- 
ployer’s interests at the bargaining table. 
However, it was considered essential to the 
preservation of the Commission’s inde- 
pendence on the one hand and the preser- 
vation of the merit principle on the other, 
that none of the Commission’s powers and 
duties be involved in the bargaining process. 

We were pleased to be of assistance to 
the Special Joint Committee of the Senate 
and House of Commons on Employee- 
Employer Relations in the Public Service 
inquiring into and reporting on Bill C-181, 
the proposed Public Service Employment 
Act; Bill C-182, an amendment to the 
Financial Administration Act; and Bill 
C-170, the proposed Public Service Staff 
Relations Act. The Special Committee, 
which sought and obtained views of the 
Commission on all major issues in Bill 
C-181, proposed in its report a number of 
amendments to the Bill. We are pleased to 
report that we are in agreement with all of 
these amendments. 


ELABORATION D’UNE LEGISLATION NOUVELLE 


Tout au long de 1966, nous avons parti- 
cipé étroitement 4 l’élaboration d’une légis- 
lation nouvelle pour remplacer la Loi 
actuelle sur le service civil. Dés 1962, nous 
avions entamé une étude de nos divers 
champs d’action et de la loi qui les régis- 
sait, A la lumiére des recommandations de 
la Commission royale d’enquéte sur l’orga- 
nisation du gouvernement. 

Plus tard, le rapport du Comité prépara- 
toire des négociations collectives dans la 
Fonction publique venait ajouter une di- 
mension nouvelle a notre étude, et au 
début de 1966, nous avons porté a l’atten- 
tion du gouvernement le besoin de modifier 
complétement la Loi sur le service civil. 

Au cours de notre étude, nous avons 
consulté fréquemment les associations 
d’employés et les fonctionnaires des minis- 
téres. Nous profitons de l’occasion pour 
exprimer notre gratitude a tous ceux qui 
nous ont prodigué aide et conseils. 

Notre étude a conclu a une législation 
nouvelle visant trois grands objectifs. Le 
bill C-181, le projet de loi sur l’emploi 
dans la Fonction publique, a été élaboré 
dans cette optique. 

Le premier objectif voulait réaffirmer le 
principe du mérite formulé dans la législa- 
tion antérieure et l’étendre aux groupes 
d’employés encore soustraits aux disposi- 
tions de la Loi de 1961 sur le service civil. 
Le principe de la nomination et de la pro- 
motion au mérite constitue l’essence du 
bill C-181. Ce principe est de nouveau 
consacré par l’autorité explicitement con- 
fiée 4 la Commission relative a toutes les 
nominations a la Fonction publique. 

Le deuxiéme objectif de la nouvelle loi se 
proposait d’assurer a la Fonction publique 
du Canada un service d’encadrement effi- 
cace et dynamique, tel que décrit dans 


notre rapport au Parlement pour l’année 
1965. A cette fin, le bill donne a la Com- 
mission le pouvoir d’adapter ses méthodes 
et procédures a discrétion, de fagon a 
pouvoir réagir rapidement et logiquement 
a des situations nouvelles. A ce sujet, la 
disposition qui permet a la Commission 
de déléguer n’importe lequel de ses pou- 
voirs, sauf en ce qui a trait aux appels, 
revét une importance particuliére. 

Le troisiéme objectif principal visait la 
mise en place d’un régime de négociation 
collective dans la Fonction publique. Le 
bill C-181 dégage la Commission de ses 
responsabilités en matiére de rémuneéra- 
tion, de classification et de conditions 
d’emploi; en effet, la logique demande que 
ces responsabilités soient confiées a l’orga- 
nisme qui doit représenter les intéréts de 
lemployeur a la table des négociations. 
On a considéré qu’il était essentiel, pour 
préserver l’indépendance de la Commis- 
sion et le principe du mérite, de ne pas 
méler les pouvoirs et fonctions de la Com- 
mission au processus des négociations. 

Il nous a fait plaisir d’aider le comité 
spécial mixte du Sénat et de la Chambre 
des communes sur les relations entre em- 
ployeurs et employés dans la Fonction 
publique, chargé d’examiner les mesures 
suivantes et d’en faire rapport: le bill 
C-181, projet de Loi sur l’emploi dans la 
Fonction publique, le bill C-182 visant la 
modification de la Loi sur l’administration 
financiére, et le bill C-170, projet de loi sur 
les relations de travail dans la Fonction 
publique. Le comité spécial, qui a consulté 
la Commission sur tous les points impor- 
tants du bill C-181, a proposé un certain 
nombre d’amendements au projet de loi et 
nous sommes heureux de signaler ici notre 
accord avec ces amendements. 


THE STAFFING OF THE SERVICE 


The year 1966 was the first full year of 
operation under the new scheme of staffing 
that was described in our last annual re- 
port. Basically, this scheme has two parts. 
First, there is the grouping of recruitment, 
selection, placement and training activities 
on an occupational basis. Secondly, there 
is the greater decentralization of operations 
and the delegation of our staffing author- 
ity, wherever this is practical. 

Decentralization of operations was 
carried out along occupational lines. The 
responsibility for staffing the Administra- 
tive Support and Operational Categories 
was transferred to the Commission’s 
regional offices and the results of this ad- 
ministrative arrangement were most en- 
couraging. The period of time between the 
receipt of a request by a department to fill 
a position or a group of positions and the 
actual appointment of candidates was 
greatly reduced. 

Considerable advances were made in 
the preparatory work leading to the greater 
delegation of staffing authority to depart- 
ments. We envisage that departments 
would, for certain occupations, assume the 
responsibility for initial appointments as 
well as promotions. The resources of the 
various staffing programs in the Commis- 
sion were marshalled and organized to 
develop standards of selection for the 
various occupational groups. These stan- 
dards will be used by departmental officers 
when making appointments under dele- 
gated authority from the Commission. 

One of the essential prerequisites to in- 
creased delegation of authority to depart- 
ments is the capacity of departments to 
assume and discharge the consequent re- 
sponsibility. This capacity was increased 
during the year and we expect that it will 
continue to grow as departments continue 
to acquire the human, financial and mate- 
rial resources that are needed. 

We met with difficulty in recruiting per- 
sonnel in several major occupational 
areas. There was a scarcity of qualified 


persons interested in personnel work and 
in management analysis functions. Quali- 
fied economists, lawyers, and social work- 
ers were equally scarce. Competition from 
other employers for the services of gradu- 
ates in the biological and physical sciences 
was quite strong. We were also faced with 
a continuing shortage of engineers, archi- 
tects, and various types of technicians. To 
resolve some of these difficulties our staff- 
ing officers used the continuing competi- 
tion as a recruitment and selection device. 
This measure was successful and it was 
particularly useful where departments had 
a reasonably steady demand for certain 
occupational skills for which the outside 
market is small. A continuing competition 
generally involves the placing of notices in 
newspapers and in appropriate trade and 
professional journals inviting the readers 
to apply for consideration at any time for 
vacancies that we expect will occur. As 
they apply, their qualifications are assessed 
and those of them who seem to be poten- 
tial employees are put in an inventory 
which is a record of potential candidates. 
As a vacancy occurs, a staffing officer first 
considers whether it can and should be 
filled by appointment from within the 
service. If this is not feasible, he reviews 
his candidate inventory. Except in occupa- 
tions where the supply of potential staff is 
quite small, he is usually able to make an 
appointment from the applicants whose 
name appears on the inventory. 

The continuing competition was the 
most significant single factor that contri- 
buted to our success in meeting very nearly 
all of the requirements for legal officers. It 
also enabled us to increase our intake of 
economists and statisticians by 40 per cent 
over our intake in 1965. The continuing 
competition is also an efficient process. It 
was used extensively in recruiting financial 
administrators and since the beginning of 
1966 the average time between the receipt 
of a requisition for appointment and the 
filling of the position was reduced from 18 


POURVOIR AUX BESOINS EN PERSONNEL 


1966 fut la premiére année compléte 
d’exploitation en vertu du nouveau pro- 
gramme d’encadrement décrit dans notre 
dernier rapport annuel. Ce programme se 
divise en deux parties: une vise le groupe- 
ment des fonctions de recrutement, de 
sélection, de placement et de formation 
d’aprés les occupations; l’autre, une plus 
forte décentralisation de l’exploitation et 
la délégation de notre autorité en matiére 
de personnel, chaque fois que cette ligne 
de conduite est justifiée. 

La décentralisation de l’exploitation s’est 
faite en fonction des occupations. Le trans- 
fert de la responsabilité de pourvoir aux 
cadres de la Catégorie du soutien adminis- 
tratif et de la Catégorie de l’exploitation 
aux bureaux régionaux de la Commission 
a donné des résultats trés encourageants. 
Les délais entre avis des ministéres de 
leurs besoins en personnel et les nomina- 
tions ont été réduits de beaucoup. 

Des progrés considérables ont été réali- 
sés dans les études préparatoires visant 
une plus forte indépendance des ministeres 
en matiére de personnel. Nous prévoyons 
que pour certaines occupations, les minis- 
téres pourraient assumer la responsabilité 
des nominations initiales en plus des pro- 
motions. Les divers services d’encadre- 
ment de la Commission se sont mis a 
l’oeuvre en vue d’élaborer les normes de 
sélection touchant les divers groupes d’oc- 
cupations. 

L’un des préalables essentiels a une 
délégation accrue d’autorité aux ministéres 
réside en leur capacité d’assumer les res- 
ponsabilités qui en découlent. Cette capa- 
cité s’est accrue au cours de l’année et elle 
continuera de croitre 4 mesure que les 
ministéres pourront se doter des ressources 
requises. 

Nous avons éprouvé de la difficulté a 
recruter du personnel dans plusieurs grands 
secteurs. Il y a eu pénurie de personnes 
qualifiées dans les domaines du personnel 
et des fonctions d’analyse de la gestion. 
Les économistes, avocats et travailleurs 
sociaux qualifiés étaient rares également. 
Les autres employeurs ont livré une vive 
concurrence pour les services de dipl6meés 


en sciences biologiques et physiques. Nous 
avons également pu constater les res- 
sources limitées en ingénieurs, architectes 
et autres techniciens. Pour contourner cer- 
taines de ces difficultés, nos recruteurs ont 
fait appel au concours continu comme 
moyen de recrutement et de sélection. Cette 
mesure a été fructueuse et s’est révélée 
particuliérement utile dans le cas de minis- 
téres qui manifestaient des besoins cons- 
tants de certaines compétences moins en 
demande sur le marché extérieur. Pour 
organiser un concours continu, il suffit 
ordinairement de faire paraitre des an- 
nonces dans les journaux et les revues 
professionnelles, invitant le lecteur a poser 
sa candidature a des vacances éventuelles. 
A mesure que les inscriptions sont recues, 
les titres de compétence des candidats sont 
examinés et ceux qui semblent avoir les 
qualifications requises voient leur nom 
porté a une liste de candidats possibles. 
Quand une vacance se produit, l’agent du 
personnel vérifie d’abord s’il est possible 
de la combler de l’intérieur de la Fonction 
publique. Sinon, il consulte la liste des 
candidats. Sauf dans le cas d’occupations 
ou le nombre de candidats est trés limité, 
il peut ordinairement effectuer une nomi- 
nation de cette fagon. 

Le concours continu a été la méthode 
qui nous a le plus aidé a pourvoir a presque 
tous les postes d’avocats. Il nous a aussi 
permis d’augmenter de 40 p. 100 notre 
recrutement d’économistes et de statisti- 
ciens par rapport a 1965. Le concours 
continu, procédé efficace, a énormément 
aidé au recrutement d’administrateurs fi- 
nanciers; depuis le début de 1966, le délai 
moyen entre la réception d’une requéte et 
la nomination qui y donne suite a été 
réduit de 18 4 4 semaines. Nos bureaux 
régionaux ont également utilisé avec succes 
cette technique de recrutement; trés sou- 
vent, des candidats ont été examinés, sélec- 
tionnés et nommés dans l’espace de quel- 
ques jours. 

La Commission s’intéresse d’une fagon 
particuliére au développement des talents 
déja au service de la Fonction publique. 
Nous pensons que le plus grand intérét de 
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to 4 weeks. Our regional offices also used 
this staffing technique successfully and 
quite often candidates were examined, 
selected and placed within a few days. 

The seeking out and development of 
talent within the service is a major concern 
of the Commission. We believe that the 
interests of the nation will best be served 
by a career service in which human poten- 
tial is constantly being identified and devel- 
oped. Consequently, we have placed much 
emphasis on the systematic appraisal of 
employees and their development in speci- 
fic occupational areas as well as in admini- 
strative and executive functions. These 
appraisals either covered all levels of an 
occupational group such as_ personnel 
administration or particular levels of a 
group. They also covered a particular 
series of appointments such as those of 
engineering personnel in the Department 
of Public Works. 

There is no doubt that without the ap- 
praisal process and the appointments 
which resulted from it, the needs of depart- 
ments particularly for such administrative 
manpower as personnel administrators 
would not have been met, even with the 
best of outside labour market conditions. 

While the appraisal system has helped 
us in staffing the service, it has also helped 
us to determine our needs for training 
which will alleviate the shortage of highly 
qualified personnel in some fields and 
assist in the career development of public 
servants at all levels. 


University Recruitment 

Effective recruitment at the entrance 
level of the various occupations is essential 
in a career service and the Commission has 
continued to expend resources and energy 
in this direction. 

Universities are the service’s most im- 
portant single source of recruits, and this 
year we have greatly increased our intake 
of new graduates in the administrative, 
scientific and professional occupations. 

One of the main avenues for graduating 
students to start a career in the Public 
Service is a junior executive officer and the 
foreign service officer recruitment pro- 
gram. We have improved this program 
considerably by developing closer ties with 
university officials. We have made improve- 
ments in our information and publicity 
campaign and we endeavoured to bring 
the needs of the service to university faculty 
members in such a way that would enable 
them to communicate these to their stu- 
dents. The results were most satisfactory 
and we were able to meet 83 per cent of 
the requirements for junior executive and 
foreign service officers. 

The summer internship program for 
university students that was established a 
few years ago also proved successful. Under 
this program, selected university students 
are employed in the Public Service for the 
summer months and given special assign- 
ments and training. The program contri- 
buted greatly to our recruitment as shown 
in the accompanying table. 


JUNIOR EXECUTIVE OFFICER 


Candidates 
Applied Interviewed 
English French Total English French Total 
Language | Language Language | Language 
1 a ais a rile 1925 180 2105 975 86 1061 
U9G6-1967 5. hes Aine oa ees : 2617 355 2970 1201 259 1530 
Percentage Increase....... 36% 97% 41% 30% 200% 44% 


la nation exige une fonction publique ot 
l’on a le souci constant de connaitre et de 
perfectionner le potentiel humain. Par con- 
séquent, nous avons insisté sur l’apprécia- 
tion systématique des employés et sur leur 
perfectionnement dans des secteurs parti- 
culiers d’occupations, sans oublier les fonc- 
tions d’administration et de direction. Ces 
appréciations ont couvert tous les niveaux 
d’un groupe d’occupations, comme la ges- 
tion du personnel, ou encore certains 
niveaux particuliers a l’intérieur de ce 
groupe. Elles ont aussi touché une série 
particuliére de nominations, comme celle 
du personnel technique au ministére des 
Travaux publics. 

Il ne fait aucun doute que sans ces 
appréciations et les nominations qu’elles 
ont permises, les besoins des ministéres en 
matiére de main-d’oeuvre administrative, 
dans le secteur du personnel par exemple, 
n’auraient pas été satisfaits, méme dans 
des conditions idéales en ce qui a trait au 
marché extérieur du travail. 

Le régime des appréciations nous a 
aidés a fournir a la Fonction publique le 
personnel nécessaire; il nous a aussi per- 
mis de découvrir dans quels secteurs il 
nous faut des programmes de formation 
de facon a alléger la pénurie de personnel 
qualifié et contribuer aussi au développe- 
ment de la carriére des fonctionnaires a 
tous les niveaux. 

Recrutement universitaire 

Un recrutement efficace au niveau des 
débutants dans les diverses occupations 
est essentiel 4 une Fonction publique con- 


cue comme carriére et la Commission a 
continué a y consacrer les ressources et 
énergies qu’il mérite. 

Les universités sont les principales sour- 
ces de recrutement de la Fonction publique 
et cette année, nous avons augmenté forte- 
ment notre recrutement de nouveaux di- 
plémés dans les secteurs administratifs, 
scientifiques et professionnels. 

Le programme de recrutement d’admi- 
nistrateurs stagiaires et d’agents du service 
extérieur constitue la principale porte d’en- 
trée pour le jeune dipl6mé qui veut faire 
carriére dans la Fonction publique. Nous 
avons considérablement amélioré ce pro- 
gramme en nouant des relations plus €troi- 
tes avec les dirigeants des universités. 
Nous avons accru notre campagne d’infor- 
mation et de publicité et nous nous sommes 
efforcés de faire mieux connaitre les be- 
soins de la Fonction publique aux profes- 
seurs d’université, de fagon qu’ils puissent, 
a leur tour, les exposer a leurs étudiants. 
Les résultats ont été trés satisfaisants et 
nous avons pu recruter 83 p. 100 de tous 
les administrateurs stagiaires et agents du 
service extérieur dont nous avions besoin. 

Le programme d’internat d’été pour 
étudiants d’université, établi voici quelques 
années, a aussi été un succés. En vertu de 
ce programme, des étudiants d’université 
sont employés dans la Fonction publique 
pendant 1l’été pour assumer des taches 
spéciales et suivre des cours de formation. 
Le programme a beaucoup contribué a 
notre recrutement, dont les résultats sont 
donnés au tableau qui suit. 


ADMINISTRATEUR STAGIAIRE 


Candidats 
EE ——————————————_—_—_—_—_—_—________ IEEE 
Inscriptions Entrevues 
Langue Lan gue Total Langue Langue Total 
anglaise | francaise anglaise | frangaise 
HOGS 1966n ee pres veleraicrs| 1925 180 2105 975 85 1061 
LIS66-196T ita oe wee > stousie <tots 2617 355 2970 1271 259 1530 
Pourcentage 
d’augmentation........ 36% 97% 4% 30% 200% 44% 


FOREIGN SERVICE OFFICER 


Candidates 
Applied Interviewed 
English French Total English French Total 
Language | Language Language | Language 
196S=1 96625. 8te ca eee ee 697 90 787 434 53 487 
LOGO OT eae eee 968 201 1169 Slt 167 764 
Percentage Increase....... 40% 123% 49% B37 215% 59% 


To remain aware of the trends in univer- 
sity enrolment and patterns of specializa- 
tion, we appointed a number of educational 
liaison officers in our regional offices to 
work with the Commission’s Chief Educa- 
tional Officer in Ottawa. These officers will 
keep in touch with officials of secondary 
schools, technological institutes and uni- 
versities and will be able to make these 
institutions aware of the changing needs of 
the various occupations in the Public Ser- 
vice. They will also act as recruitment 
officers. 


Staffing the Higher Levels of the Service 


Making appointments to the senior 
positions in the Public Service is a most 
serious aspect of the Commission’s re- 
sponsibility and it receives our personal 
attention. 

At the beginning of the year, we con- 
cluded that there was a need to re-examine 
the processes and systems involved in 
staffing the higher levels of the Service 
with a view to the development of the 
Executive Category, one of the six new 
occupational categories in the classifica- 
tion system. We therefore arranged for a 
study to be made which would recommend 
systems and procedures for the identifica- 
tion and development of outstanding exe- 
cutive talent within the service. 
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Training 

Consistent with the growing emphasis 
on managerial development, the Training 
and Development Service of the Commis- 
sion continued to offer courses in govern- 
ment administration at three levels: senior, 
middle and introductory. All of these 
courses were oversubscribed, the demand 
outstripping the resources, particularly in 
middle management, where only 200 of 
600 applicants could be accommodated at 
the in-residence training sessions conduct- 
ed for some 36 departments and agencies. 
One of the three-week sessions was given in 
French, and another was given in both 
English and French, the lecturers and par- 
ticipants using either language. Because of 
the demand in this area, we laid plans for 
an upper middle-management course to be 
sponsored jointly by the Commission and 
universities. 

Once again the senior officers course was 
held with 24 in attendance. One of the 
objectives of the course —to promote 
better understanding of federal-provincial 
relationships — was achieved through 
attendance on the course of two provincial 
civil servants and through visits to the 
principal regions of Canada, where socio- 
economic conditions were studied in depth. 

Twenty-nine departments and agencies 
sent 127 officers to the introductory man- 
agement course. Five sessions, each two- 
weeks long, were held in residence. 


AGENT DU SERVICE EXTERIEUR 


Candidats 
Inscriptions Entrevues 
Langue Lan gue Total Lan gue Langue Total 
anglaise | frangaise anglaise | frangaise 
TOG De NO GO estes sists oreo o:2s6% 697 90 787 434 53 487 
OY, Gosselin csi 968 201 1169 Sill 167 764 
Pourcentage 
d’augmentation........ 40% 123% 49% 33% 215% 59% 


Pour demeurer au courant des tendances 
dans les inscriptions aux universités et dans 
la répartition des spécialisations, nous 
avons nommé, dans nos bureaux régio- 
naux, des agents de liaison auprés des 
maisons d’enseignement. Ils travailleront 
en collaboration étroite avec les bureaux 
de la Commission, 4 Ottawa, et, en plus 
d’agir comme recruteurs, ils se tiendront 
en contact avec les dirigeants d’écoles 
secondaires, d’instituts technologiques et 
d’universités afin de les tenir au courant 
des besoins changeants de la Fonction 
publique relativement aux divers secteurs 
professionnels. 


Trouver les cadres supérieurs 


C’est a la Commission qu’incombe la 
nomination des titulaires des postes supé- 
rieurs dans Ja Fonction publique; elle y 
consacre l’attention personnelle que néces- 
site cette sérieuse responsabilité. 

Au début de l’année, nous avons décidé 
qu’il fallait repenser les méthodes et sys- 
témes utilisés pour pourvoir aux cadres 
supérieurs de la Fonction publique de 
facon a permettre la création d’une Caté- 
gorie de la direction, l’une des six nouvelles 
catégories d’occupations inscrites au sys- 
téme de classification. Nous avons donc 
pris les dispositions voulues pour faire 
mener une étude qui proposerait les sys- 
témes et procédures requis pour découvrir 
et perfectionner les talents exceptionnels 
pour la direction, a l’intérieur de la Fonc- 
tion publique. 


Formation 


Pour cadrer avec l’importance crois- 
sante attachée au perfectionnement de 
l’administration, le service de formation et 
de perfectionnement de la Commission a 
continué d’offrir des cours en administra- 
tion publique a trois niveaux: cours supé- 
rieur, cours intermédiaire et cours de base. 
A tous ces cours, le nombre des inscrip- 
tions a dépassé le nombre des places dis- 
ponibles, surtout au cours intermédiaire, 
ou nous n’avons pu accueillir que 200 des 
600 candidats inscrits aux sessions d’étude 
en résidence offertes 4 environ 36 minis- 
téres et organismes. L’une des sessions de 
trois semaines s’est tenue en frangais et 
une autre, en anglais et en frangais, les 
chargés de cours et les participants utili- 
sant l’une ou l’autre langue. Cet intérét 
manifeste a justifié la planification d’un 
cours intermédiaire supérieur qui sera 
donné conjointement par la Commission 
et les universités. 

Le cours a l’intention des fonctionnaires 
supérieurs s’est tenu encore une fois et a 
réuni 24 participants. L’un des objectifs du 
cours — favoriser une meilleure compré- 
hension dans les relations fédérales-provin- 
ciales—s’est réalisé grace a la participation 
au cours de deux fonctionnaires provin- 
ciaux et aussi par l’intermédiaire de visites 
dans les principales régions du Canada, 
ou les conditions socio-économiques fu- 
rent étudiées en profondeur. 

Vingt-neuf ministéres et organismes ont 
délégué 127 fonctionnaires au cours de 
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Working closely with advisory commit- 
tees of departmental officers and members 
of the staffing programs, the Training and 
Development Service conducted courses to 
improve the qualifications and to increase 
the number of qualified employees in such 
occupational categories and groups as 
personnel administration and organization 
and methods. Some officers became quali- 
fied in training, management analysis, 
classification and pay, and others were 
given general refresher training in person- 
nel administration and allied occupations. 
We also increased the amount of training 
for occupational groups and we made 
plans for the development of courses in 
financial management and staff relation 
early in 1967. 

In collaboration with Carleton Univer- 
sity and the University of Montreal 52 
employees attended the Registered Indus- 
trial Accountant course so that we could 
improve our supply of needed financial 
management resources. We are glad to say 
that this helped us keep abreast of depart- 
mental requirements. Programs for librar- 
ians also arranged in co-operation with the 
universities were similarly successful. 

The training information and consulta- 
tation services continued to meet depart- 
ment demands for assistance in identifying 
appropriate commercial training resources, 
training aids and competent specialists for 
specific training projects. However, the 
task of developing and demonstrating new 
methods and approaches for departmental 
training specialists absorbed a large part of 
the slender resources available for this 
specialist service. 


Language Training 

In our last report, we said that training 
facilities would be available in the national 
capital region for some 2,000 students and 
this objective was realized during the year. 
More facilities are now being established 
in the national capital area, Montreal and 
Quebec City. Through contractural ar- 
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rangements with local schools, language 
training centres are also being established 
in other cities including Toronto, Vancou- 
ver, Winnipeg, Edmonton, Moncton, and 
in Cornwall region. We expect that by 
early 1967, we will be training some 4,000 
students on a full or part-time basis in 
English or French. 


We established a program designed to 
develop bilingualism among senior officers 
of the service. This is to be done by moving 
a number of selected English-speaking 
officers, and their families, to Quebec City 
and French-speaking officers, and their 
families, to Toronto for one year. The first 
movements were made last June. They will 
be continued on a regular basis. 


We believe that each family involved will 
acquire a high level of proficiency in the 
dominant language of the community 
where it is living, coupled with a better 
understanding of the aspirations of the 
community in which the family is in daily 
contact. 

Language proficiency is achieved 
through intensive language tuition and 
attendance at a series of academic lectures 
throughout the faculties of Laval Univer- 
sity in Quebec City, and the University of 
Toronto and York University in Toronto. 


Overseas Appointment 


Last September, we appointed J. M. 
Garneau, formerly associate director 
general of the Staffing Branch as Attaché 
(Personnel) to the Office of the High Com- 
missioner in the United Kingdom. He 
represents us on staffing matters concern- 
ing the overseas offices of departments and 
acts as a central recruiting agent for Cana- 
dian students studying in European univer- 
sities. He also serves as an adviser to the 
High Commission on staffing matters and 
acts as a liaison with the British Treasury 
and Civil Service Commission in develop- 
ing a systematic exchange of experience 
and research in staffing. 


base en administration. Il y eut cinq ses- 
sions en résidence de deux semaines 
chacune. 


Travaillant en étroite collaboration avec 
des comités consultatifs de fonctionnaires 
des ministéres et des membres du person- 
nel des services d’encadrement, le service 
de formation et de perfectionnement a 
organisé des cours pour améliorer les titres 
de compétence et pour augmenter le nom- 
bre d’employés qualifiés dans des caté- 
gories et groupes d’occupations comme 
‘gestion du personnel” et “organisation et 
méthodes’’. Certains fonctionnaires se sont 
qualifiés en formation, en analyse de la 
gestion, en classification et rémunération, 
tandis que d’autres suivaient un cours de 
rafraichissement en administration du per- 
sonnel et autres occupations connexes. 
Nous avons aussi accentué la formation 
des groupes d’occupations et nous avons 
tracé des plans en vue de |’élaboration de 
cours en gestion financiére et en relations 
de travail pour le début de 1967. 


En collaboration avec l’université Carle- 
ton et l’université de Montréal, 52 em- 
ployés ont participé au cours de comptable 
industriel enregistré (Registered Industrial 
Accountant) afin de nous permettre le 
perfectionnement du personnel de gestion 
financiére dont nous avons besoin. Nous 
sommes heureux d’affirmer que cette initia- 
tive nous a aidés a pourvoir aux besoins 
des ministéres. Des cours pour bibliothé- 
caires, de nouveau organisés en collabora- 
tion avec les universités, ont également 
donné d’heureux résultats. 


Les services d’information et de consul- 
tation en matiére de formation ont conti- 
nué de répondre aux demandes d’aide des 
ministéres en vue d’identifier les ressources 
commerciales appropriées en matiére de 
formation, les aides a la formation et les 
spécialistes compétents pour prendre char- 
ge de certains projets particuliers de forma- 
tion. Toutefois, la tache de mettre au point 
et d’expliquer des méthodes nouvelles et 
des concepts nouveaux aux agents de for- 
mation des ministéres a absorbé une 
grande partie des maigres ressources dispo- 
nibles dans ce service spécialisé. 


Enseignement des langues 


Dans notre dernier rapport, nous men- 
tionnions que nos services d’enseignement 
des langues nous permettraient d’accueillir 
quelque 2,000 étudiants dans la région de 
la capitale nationale; cet objectif s’est 
réalisé au cours del’année. D’autres classes 
sont en voie d’organisation dans la région 
de la capitale nationale, ainsi qu’a Mont- 
réal et 4 Québec. En vertu d’ententes avec 
des écoles locales, des centres d’enseigne- 
ment des langues sont en voie d’établisse- 
ment a Toronto, Vancouver, Winnipeg, 
Edmonton, Moncton, et dans la région de 
Cornwall. Vers le début de 1967, nous 
devrions compter quelque 4,000 éléves aux 
cours d’anglais ou de francais, a plein 
temps ou a temps partiel. 

Nous avons établi un programme visant 
le bilinguisme parmi les hauts fonction- 
naires. A cette fin, un certain nombre de 
fonctionnaires de langue anglaise, accom- 
pagnés de leurs familles, vont s’installer a 
Québec pendant un an, alors que des 
fonctionnaires de langue frangaise vivront 
la méme expérience a Toronto. Les pre- 
miers échanges ont eu lieu en juin dernier. 
Ils se continueront désormais de fagon 
réguliére. 

Nous pensons que chaque famille parti- 
cipant au programme apprendra a parler 
couramment la langue principale du milieu 
ou elle vivra, tout en apprenant a mieux 
comprendre les aspirations de ce milieu 
grace a des contacts quotidiens. 

La compétence linguistique s’acquiert 
par un enseignement intensif et par la 
participation a une série de cours dans les 
diverses facultés de l’université Laval, a 
Québec, et de l’université de Toronto et de 
Vuniversité York, a Toronto. 


Nomination outre-mer 


En septembre dernier, nous avons nom- 
mé M. J.-M. Garneau, autrefois directeur 
général associé de la Direction des cadres, 
a titre d’attaché (personnel) auprés du 
Haut-commissaire au Royaume-Uni. Il 
s’occupe, en notre nom, des questions de 
personnel concernant les bureaux euro- 
péens des ministéres, et il agit comme 
recruteur central auprés des étudiants 
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APPEALS 


This year, there was an increase in the 
number of appeals that were withdrawn be- 
fore a hearing was held. In 1964, there were 
134 withdrawals; in 1965, 151; and in 
1966, 209. Most of these withdrawals were 
made after the appellants received copies 
of the deputy heads’ replies to their allega- 
tions and this would again indicate that 
many appeals might not have been made 
if the appellants had been given more de- 


tailed information at the time they were 
advised of the results of the competition. 

All Appeal Boards were composed en- 
tirely of Commission officers, even when 
appeals were heard outside Ottawa. About 
30 per cent of competitions concerned 
were for positions outside of Ottawa. 
As far as possible appeals were heard 
locally so the appellant might be heard 
personally. 


1964 1965 1966 
heard allowed heard allowed heard allowed 
PrOMOMON reese n ree eee 835 146 810 94 804 99 
Denial of statutory salary increase. . 33 3 DS 0 34 wi 
SUSPENSION. seca aes ce eae 29 9 71>) 3 66 10 
Demotion. cates eee 44 5 46 3 32 9 
Distaissalke oy ooo se oiet kee 96 7 88 7 59 3 
Rota Aime-2 Nocera se eae 1,037 170 994 107 995 128 


CLASSIFICATION REVISION 


In our last two annual reports, we out- 
lined the classification revision program 
by which the service is being classified into 
six occupational categories containing 74 
groups of occupationally similar jobs. 

All positions for the Administrative 
Support Category were converted and 
almost all positions for the Administrative 
and Foreign Service category were con- 
verted by the Commission’s Bureau of 
Classification Revision. These two cate- 
gories cover 73,000 of the 213,000 posi- 
tions to be converted. 

The Administrative Support Category 
consists of six groups: clerical and regula- 
tory; secretarial, stenographic and typing; 
data processing; communications; tele- 
phone operation; and office equipment 
operation. 

A pilot project was undertaken in four 
departments to test and validate the pro- 
posals of the Bureau to classify positions 
in this category before extensive delega- 
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tion is made to all departments. We also 
developed the means to ensure that classi- 
fication standards are applied consistently 
as the delegation of classification authority 
is extended. 

Ten of the thirteen groups in the Admini- 
strative and Foreign Service category were 
converted. These were: program admini- 
stration, administrative service, personnel 
administration, purchasing and supply, 
financial administration, welfare pro- 
grams, computer systems, information 
services, Organization and methods, and 
administration trainee. The remaining 
groups, foreign affairs, commerce, and 
translation which were originally assigned 
to the Scientific and Professional Category 
will be converted to the new system during 
the second half of 1967. 

Pay plans for the groups that were con- 
verted to the new system were designed to 
reflect levels of pay existing at the time of 
conversion. While most employees were 


canadiens qui fréquentent des universités 
européennes. I] est en méme temps con- 
seiller auprés du Haut-Commissariat sur 
les questions de personnel et joue le rdéle 
d’agent de liaison auprés du personnel du 


LES 


Cette année, le nombre des appels retirés 
avant d’avoir été entendus a augmente. En 
1964, on comptait 134 appels retirés; en 
1965, 151; et en 1966, 209. La plupart de 
ces appels ont été retirés apres que les 
appelants eurent regu copie des réponses 
faites par le sous-chef a leurs allégations, 
ce qui semble indiquer encore une fois 
que bon nombre de ces appels n’auraient 
peut-étre pas eu lieu si les appelants 
avaient recu des renseignements détail- 


“Treasury” et de la ‘“‘Civil Service Com- 
mission” du Royaume-Uni, en vue de 
mettre au point un échange systématique 
de l’expérience acquise et des résultats de 
la recherche en matiére de personnel. 


APPELS 


lés en méme temps que les résultats du 
concours. 

Tous les comités d’appel se composaient 
entiérement d’agents de la Commission, 
méme pour les appels entendus a I’exte- 
rieur d’Ottawa. Environ 30 p. 100 des 
concours portaient sur des postes a l’exté- 
rieur d’Ottawa. Autant que possible, les 
appels furent entendus localement pour 
permettre a l’appelant de présenter sa 
cause personnellement. 


1964 1965 1966 
entendus admis |entendus admis |entendus admis 
Appels portant sur: Promotion..... 835 146 810 94 804 99 
Hausse de traitement refusée....... 338) 3 25 0 34 7 
SuspenslOnmmprcec eric cick eirtcns et 29 9 25 3 66 10 
Reduction deiclasseare.. - cracks tee 44 5) 46 3 32 9 
[RYE NOIUS ric Rie Aotearoa casas 96 7 88 7 59 3 
doles Soman we amo ce oe 1,037 170 994 107 995 128 


REVISION DE LA CLASSIFICATION 


Dans nos deux derniers rapports annuels, 
nous avons donné un apercu du Program- 
me de revision de la classification en vertu 
duquel la Fonction publique est classifi¢e 
en six catégories d’occupations compre- 
nant 74 groupes d’emplois dont les occu- 
pations sont semblables. 

Le Bureau de revision de la classification 
a regroupé et réévalué tous les postes de la 
Catégorie du soutien administratif et pres- 
que tous les postes de la Catégorie admi- 
nistrative et du service extérieur. Ces deux 
catégories comprennent 73,000 des 213,000 
postes a transposer. 

La Catégorie du soutien administratif 
comprend six groupes: commis aux €cri- 
tures et aux réglements; secrétariat, sténo- 
graphie et dactylographie; traitement des 


données; communications; téléphonistes; 
et mécanographie. 

Une mise a l’essai a été organisée dans 
quatre ministéres afin de mettre a l’¢preuve 
les propositions du Bureau visant la clas- 
sification des postes dans cette catégorie, 
avant qu’une délégation globale d’autorité 
a tous les ministéres ne devienne fait ac- 
compli. Nous avons également mis au 
point les moyens d’assurer que les normes 
de classification soient appliquées de fagon 
cohérente a mesure que se réalise la déléga- 
tion d’autorité en matiére de classification. 

Dix des treize groupes de la Catégorie 
administrative et du service extérieur fu- 
rent transposés: gestion de l’exécution, ser- 
vice administratif, gestion du personnel, 
achats et approvisionnement, gestion des 
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converted to pay ranges that had the 
same maximum salary some were conver- 
ted to ranges with a higher maximum and 
others were converted to ranges with a 
lower maximum. Those who went into 
ranges with a higher maximum became re- 
ferred to as “‘green-circled”’ employees. 

Employees who were converted to a new 
range with a lower maximum rate were 
held in their old pay range even though 
their classification had been revised. These 
became known as “‘red-circled’’ employees. 
Rates of pay for these holding classifica- 
tions will not be revised. Employees will 
remain red-circled until either the maxi- 
mum rate for their new classification 
catches up to their salary levels through 
economic increases or else they are pro- 
moted or transferred. 

To supplement the conversion, we set 
up a review process to allow employees 
who were put into holding classifications 
upon conversion to have their classifica- 
tions re-examined. This is being done by 
an Office in the Bureau that is independent 
of the office that made the conversion. An 
employee who is seeking such a review 


must first approach his department. If he 
is not satisfied with the results of that dis- 
cussion, he may request a review from the 
classification review office of the Bureau. 

Development of the classification plans 
for evaluating the 100,000 positions to be 
allocated in the Operational Category was 
almost completed in 1966. This category, 
which contains 12 groups, is scheduled for 
conversion early in the coming year. 

Definitions of the occupational groups 
in the Technical, and the Scientific and 
Professional Categories were drafted and 
some preliminary work cn the develop- 
ment of classification standards for these 
groups was undertaken. The new ap- 
proach to classification and pay for some 
1,500 research scientists in the biological 
and physical sciences mentioned in last 
year’s report was developed and put into 
use. Under this plan, a scientist’s pay pro- 
gression is directly related to his produc- 
tivity and scientific contribution. Work on 
a parallel evaluation plan for research 
managers was largely completed during 
the year and is scheduled for use early in 
1967. 


PAY DETERMINATION 


The increasingly competitive labour 
market in Canada has drastically affected 
salaries in the last two years, and especi- 
ally so during 1966 when the sharp upward 
movement of outside pay rates seen in 
1965 continued in even more dramatic 
fashion. In response to this, we made a 
number of extraordinary recommenda- 
tions to the Government concerning com- 
parable adjustments in the service. We 
reacted quickly to these changes because 
any substantial lag in salary rates means 
that the service cannot remain competitive 
and therefore cannot attract and retain a 
sufficient number of qualified people to 
meet departmental requirements. 
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Under the normal cyclical salary review, 
which has existed since 1961, salaries of the 
various classes of civil servants have been 
successively reviewed and adjusted where 
necessary every two years. The first breakin 
this pattern came during 1965 with Judge 
J. C. Anderson’s report on salaries of 
postal employees and others in the Group 
D classes. This led to an important modifi- 
cation in the cyclical review program; 
the mid-cycle adjustment. This is an out- 
right adjustment, while an interim adjust- 
ment (recommended for some classes in 
1965) is a downpayment on the final 
cyclical increase. Each of the cyclical re- 
view recommendations made by the Com- 


finances, programmes de bien-étre, syste- 
mes d’ordinateurs, services d’information, 
organisation et méthodes, et stagiaires en 
administration. Les trois autres groupes, 
affaires extérieures, commerce et traduc- 
tion, tout d’abord rattachés a la Catégorie 
scientifique et professionnelle, seront trans- 
posés au nouveau syst¢me au cours du 
deuxiéme semestre de 1967. 

Des régimes de rémunération pour les 
groupes transposés au nouveau systeme 
furent établis de fagon a refiéter les niveaux 
de rémunération existants au moment de 
la transposition. La plupart des employés 
furent transposés a des barémes de rému- 
nération comportant le méme maximum 
qu’auparavant, mais certains furent trans- 
posés a des barémes comportant un maxi- 
mum plus élevé et d’autres, a des bar¢mes 
comportant un maximum moins €levé. Les 
employés transposés a des barémes 
comportant un maximum plus élevé furent 
désignés comme employés «marqués d’un 
cercle vert». 

Les employés transposés a2 un nouveau 
baréme comportant un maximum moins 
élevé demeurérent dans leur ancienne 
échelle de traitement, méme si leur clas- 
sification avait été revisce. On les a appelés 
des employés «marqués d’un cercle rouge». 
Les taux de rémunération de ces classes de 
retenue ne seront pas revisés. Ces employés 
resteront marqués d’un cercle rouge tant 
que le taux maximum de leur nouvelle 
classification n’aura pas rattrapé leur 
niveau de traitement au moyen de hausses 
économiques, ou tant qu’ils ne seront pas 
promus ou mutés. 


Pour compléter la transposition, nous 
avons établi un processus de réexamen afin 
de permettre aux employés versés par la 
transposition dans une classe de retenue de 
faire réexaminer leur classification. Le 
réexamen est fait par un service du Bureau 
tout a fait indépendant du service qui a 
fait la transposition. L’employé qui veut 
faire réexaminer son cas doit d’abord s’a- 
dresser a son ministére. S’il n’est pas satis- 
fait des résultats de cette démarche, il peut 
demander de le faire réexaminer par le 
Bureau de réexamen de la classification. 

L’élaboration de régimes de classifica- 
tion pour évaluer les 100,000 postes ratta- 
chés a la Catégorie de l’exploitation a été 
presque terminée en 1966. Cette catégorie, 
qui comprend 12 groupes, devrait étre 
transposée au début de l’an prochain. 

Des définitions des groupes d’occupa- 
tions de la Catégorie technique et de la 
Catégoriescientifiqueet professionnelle ont 
été rédigées et une partie du travail préli- 
minaire visant a élaborer des normes de 
classification pour ces groupes a été entre- 
prise. La nouvelle méthode de classifica- 
tion et de rémunération de quelque 1,500 
chercheurs scientifiques des sciences bio- 
logiques et physiques dont il était question 
dans le rapport de l’an dernier, a été 
réalisée et mise en pratique. En vertu de ce 
régime, la rémunération du chercheur est 
directement axée sur sa productivité et sur 
son apport scientifique. Un régime d’éva- 
luation semblable, pour les directeurs de 
recherche, a été en grande partie terminé 
au cours de l’année et devrait étre mis en 
pratique au début de 1967. 


DETERMINATION DE LA REMUNERATION 


La concurrence de plus en plus vive, sur 
les marchés du travail du Canada, a révo- 
lutionné l’état des salaires depuis deux ans, 
surtout en 1966, alors que la montée en 
fléche, qui s’était manifestée en 1965, s’est 
poursuivie et s’est méme accélérée. Face a 
cette évolution, nous avons fait quelques 
recommandations extraordinaires au gou- 
vernement concernant des ajustements 
comparables dans la Fonction publique. 
Nous avons réagi rapidement a ces change- 
ments parce que tout retard marqué dans 


les taux de traitement empéche la Fonc- 
tion publique de soutenir la concurrence 
et d’attirer et de retenir un nombre suffi- 
sant de candidats qualifiés pour répondre 
aux besoins des ministéres. 

Selon la revue cyclique normale des 
salaires, en vigueur depuis 1961, les sa- 
laires des diverses classes de fonctionnaires 
ont été successivement revisés et ajustés au 
besoin tous les deux ans. Une premiére 
bréche s’est ouverte dans ce cycle en 1965 
avec le rapport du juge J. C. Anderson sur 
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mission during 1966 was accompanied by 
a recommendation for a mid-cycle in- 
crease to be effective one year after the 
cyclical adjustment. 

Recommendations were made for the 
cyclical adjustment of professional, scienti- 
fic, and technical classes, retroactive to 
July 1, 1965, accompanied by a recom- 
mendation for a three per cent mid-cycle 
adjustment to be effective July 1, 1966. 
Nevertheless, by the end of 1966, the 
movement of outside rates of pay was such 
that we found it necessary to recommend 
an additional mid-cycle adjustment, to 
take effect January 1, 1967. This recom- 
mendation was based on two factors; the 
increases in salaries being offered to 
graduating university students with the re- 
sultant need for adjustments at the higher 
levels to avoid internal pressures and the 
necessity of remaining in an overall com- 
petitive position to recruit and retain well- 
qualified people. 

Cyclical and mid-cycle adjustments were 
also recommended for the new Admini- 
Strative Support Category and for the 
wide range of classes in the newly formed 
Administrative and Foreign Service Cate- 
gory. Most of the classes in these two new 
categories were in Group B before they 
were converted. The conversion and the 
cyclical salary revision took effect on the 
same. date; October 1, 1965. The mid- 
cycle adjustment for the new categories 
was effective from October 1, 1966. 

The October 1, 1966 mid-cycle adjust- 
ment considerably reduced the number of 
red-circled positions, by raising the maxi- 
mum salary rates up to or past the maxi- 
mum of many of the red-circled employees. 
Nevertheless, this adjustement did not 
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eliminate them entirely and we recom- 
mended a pay supplement for employees 
in these categories who were still red- 
circled on October 2. 

In October, we recommended an in- 
terim increase for classes in Group D to 
be effective October 1, 1966. The decision 
to make this recommendation was based 
on two factors; the fairly rapid movement 
of salaries during the year and the time lag 
that might occur before the first collective 
agreement on rates can be concluded. 

We also recommended differential pay 
for employees in typing, stenographic, and 
secretarial positions who work in both 
English and French and who use the 
second language for at least 10 per cent of 
their work. They must be qualified by an 
appropriate standard of competence 
through objective tests set by the Com- 
mission. This recommendation was based 
on practices of outside employers, repor- 
ted by the Pay Research Bureau after a 
special survey. 

These were the major recommendations 
during the year. Others of a more limited 
application were also made, for example 
a revision for professors, assistant profes- 
sors, and lecturers employed with the 
Canadian Services Colleges including the 
Royal Military College, the College 
Militaire Royal and Royal Roads. We now 
make an arnual review of rates paid to 
university professors so that service rates 
can remain competitive. We also recom- 
mended a new pay plan for research 
scientists with salary increases based on 
individual contribution. We believe that 
this will help create a climate that is con- 
ducive to outstanding research. 


les salaires des employés postaux et autres 
classes du groupe D. Il en est découlé 
une modification importante au program- 
me de révision cyclique: l’ajustement mi- 
cyclique. II s’agit 1a d’un ajustement défi- 
nitif, tandis que l’ajustement intérimaire 
(recommandé pour certaines classes en 
1965) constitue un premier versement sur 
augmentation cyclique définitive. Avec 
chacune de ces recommandations de révi- 
sion cyclique en 1966, la Commission a 
également recommandé une hausse mi- 
cyclique devant entrer en vigueur un an 
aprés l’ajustement cyclique. 

Les recommandations d’un ajustement 
cyclique rétroactif au ler juillet 1965 pour 
les classes professionnelles, scientifiques et 
techniques ont été accompagnées d’une 
recommandation d’un ajustement mi-cycli- 
que de 3 p. 100 a compter du ler juillet 
1966. Mais a la fin de 1966, devant la 
poussée des taux de rémunération a l’exté- 
rieur, il a été jugé nécessaire de recom- 
mander un autre ajustement mi-cyclique 
devant entrer en vigueur le ler janvier 
1967. Cette recommandation se fondait 
sur deux facteurs: les augmentations des 
traitements offerts aux nouveaux diplOmés 
d’université, d’ou la nécessité de rectifier 
en conséquence les niveaux supérieurs pour 
éviter les pressions internes, et la nécessité 
de protéger notre situation concurrentielle 
afin de pouvoir recruter et retenir des gens 
qualifiés. 

Des ajustements cycliques et mi-cycliques 
furent aussi recommandés pour la nouvelle 
Catégorie du soutien administratif et pour 
la gamme considérable des classes com- 
prises dans la nouvelle Catérogie adminis- 
trative et du service extérieur. La plupart 
des groupes de ces deux nouvelles catégo- 
ries faisaient partie du groupe B avant leur 
transposition. La transposition et la revi- 
sion cyclique du traitement sont entrées en 
vigueur le méme jour, le ler octobre 1965. 
L’ajustement mi-cyclique des nouvelles 
catégories entrait en vigueur le ler octobre 
1966. 


L’ajustement mi-cyclique du ler octobre 
1966 a considérablement réduit le nombre 
des postes marqués d’un cercle rouge en 
portant le taux maximum du traitement a 
un niveau égal ou méme supérieur au 
traitement maximum de nombre d’em- 
ployés ainsi affectés. Néanmoins, cet ajus- 
tement ne les avait pas tous éliminés et 
nous avons recommandé un supplément 
de rémunération pour les employés de ces 
catégories encore marqués d’un cercle 
rouge le 2 octobre. 

En octobre, nous avons recommandé 
une hausse intérimaire pour les classes du 
groupe D a compter du ler octobre 1966. 
La décision de faire cette recommandation 
se fondait sur deux facteurs: la poussée 
assez rapide des salaires au cours de l’année 
et le délai possible a prévoir avant la signa- 
ture de la premiére négociation collective 
sur les salaires. 

Nous avons aussi recommandé le verse- 
ment d’une prime aux employés du groupe 
dactylographie, sténographie et secrétariat 
qui travaillent en anglais et en frangais et 
qui doivent utiliser ’une ou l’autre de ces 
deux langues pour au moins 10 p. 100 de 
leur travail. Ces employés doivent établir 
leur compétence selon une norme appro- 
prige en subissant des tests objectifs définis 
par la Commission. Cette recommanda- 
tion se fondait sur les pratiques des em- 
ployeurs extérieurs exposées par le Bureau 
de recherches sur les traitements aprés une 
enquéte spéciale. 

Telles furent les principales recomman- 
dations de l’année. I) y en eut d’autres 
d’application plus restreinte, par exemple 
une revision pour les professeurs, les pro- 
fesseurs adjoints et les chargés de cours 
dans les Colléges des Forces armées cana- 
diennes, y compris le Royal Military 
College, le Collége militaire royal et Royal 
Roads. Nous procédons maintenant a un 
examen annuel des émoluments versés aux 
professeurs d’université afin que les traite- 
ments de la Fonction publique demeurent 
compétitifs. 
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PAY RESEARCH 


In 1966, the Pay Research Bureau’s task 
of providing information on rates of pay 
and conditions of employment in govern- 
ment and industry was undertaken in a 
changing climate of pay determination. 
This change was the natural result of the 
approach of a system of collective bargain- 
ing and the introduction of a new classifi- 
cation system for the service. The dynamic 
upward trend of outside rates of pay fur- 
ther complicated the Bureau’s schedule. 

It was apparent that a number of new 
methods and techniques of pay determina- 
tion should be investigated to meet the 
requirements of collective bargaining. The 
Bureau also began a study of the composi- 
tion of its field survey groups so that 
these will reflect the grouping of occupa- 
tions resulting from the classification re- 
vision. The new system of independent 
groups within each category has caused the 
Bureau to re-examine its survey classes to 
cover as many groups as possible. 

The Bureau conducted several major 
surveys during the year: 


e a comprehensive field survey of the 
range, characteristics and costs of 
employee benefits; 

e a mid-cycle field survey for the pro- 
fessional, scientific and_ technical 
classes and for the operational cate- 
gory , 

e a survey of professional hospital 
classes; 

¢ a special study of rates of pay of 
elementary and secondary school 
teachers; and 

e asurvey of salaries and conditions of 
employment of university teachers 
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which will be made on an annual 
basis in co-operation with the Do- 
minion Bureau of Statistics. 

The Bureau organized a seminar for 
provincial Civil Service Commission repre- 
sentatives to acquaint them with changes 
taking place in personnel management in 
the federal service; to encourage an ex- 
change of views on pay research including 
survey data and the problems associated 
with pay surveys; and to explore the pos- 
sibility of further co-operation in this 
field. The seminar was successful and we 
are investigating the possibility of making 
this an annual meeting. 

Once again the Bureau co-operated with 
departments and other organizations con- 
ducting surveys in an effort to avoid dupli- 
cation and to minimize the demands on 
private employers and other governments. 
An example of this co-operation was the 
participation of the Ontario Government 
Pay Research Branch officers in Bureau 
surveys so that the requirements could be 
met in one survey. The Bureau again co- 
operated with the National Research 
Council in the study of salaries of profes- 
sional and scientific personnel and with the 
Department of Manpower in the survey of 
anticipated requirements and _ recruiting 
rates of graduating students. 

The information for most pay research 
studies is gathered by interviews with offi- 
cials of several hundred firms and institu- 
tions. This co-operation is essential to the 
success of the Bureau’s operations. Because 
this information is given to us on a confi- 
dential basis, most of Bureau’s reports are 
confidential and the distribution is res- 
tricted. 


RECHERCHE SUR LES TRAITEMENTS 


En 1966, la tache du Bureau de recher- 
ches sur les traitements, qui consiste a 
fournir une information sur les taux de 
salaire et les conditions d’emploi au service 
du gouvernement et dans l’industrie, a été 
entreprise 4 un moment ow la détermina- 
tion de la rémunération était dans un 
climat changeant. Ce changement était le 
résultat naturel de l’arrivée prochaine d’un 
régime de négociations collectives et de 
Vintroduction d’un nouveau systeme de 
classification pour la Fonction publique. 
La montée dynamique des salaires a l’exté- 
rieur est venue compliquer encore davan- 
tage le programme du Bureau. 

Il était évident que pour répondre aux 
besoins de la négociation collective, il fau- 
drait examiner certaines méthodes et tech- 
niques nouvelles de détermination de la 
rémunération. Le Bureau a également en- 
trepris une étude sur la composition de ses 
groupes d’enquéte sur le terrain afin qu’ils 
soient un reflet du groupement des occupa- 
tions selon la revision de la classification. 
Le nouveau régime de groupes indépen- 
dants a l’intérieur de chaque catégorie a 
amené le Bureau a réexaminer ses classes 
d’enquéte de fagon a couvrir autant de 
groupes que possible. 

Le Bureau a fait plusieurs grandes en- 
quétes au cours de l’année: 


e une enquéte sur place complete de la 
gamme, des caractéristiques et des 
cotts des avantages aux employés; 


e une enquéte sur place mi-cyclique 
pour les classes professionnelles, 
scientifiques et techniques et pour la 
Catégorie de l’exploitation; 

e une enquéte sur les classes hospita- 
liéres professionnelles; 

e une étude spéciale des taux de rému- 
nération des instituteurs d’écoles élé- 
mentaires et secondaires; et 


e une enquéte sur les salaires et les 
conditions d’emploi des professeurs 


d’université qui sera faite chaque 
année en collaboration avec ie Bureau 
fédéral de la statistique. 

Le Bureau a organisé un colloque a 
lintention des représentants provinciaux 
de la Commission du service civil afin de 
les mettre au courant des changements qui 
se produisent en gestion du personnel dans 
la Fonction publique fédérale; pour favo- 
riser un échange de vues sur la recherche 
en rémunération, y compris les données 
d’enquéte et les problemes pos¢s par des 
enquétes sur la rémunération; et pour 
sonder la possibilité d’une collaboration 
plus poussée dans ce domaine. Ce coiloque 
a été un succés et nous envisageons la pos- 
sibilité d’en faire une réunion annuelle. 

Encore une fois, le Bureau a collaboré 
avec les ministéres et avec d’autres orga- 
nismes qui font des enquétes pour essayer 
d’éviter tout chevauchement et de mini- 
miser les taches imposées aux employeurs 
privés et aux autres gouvernements. On a 
un exemple de cette collaboration dans la 
participation de fonctionnaires de la Direc- 
tion de la recherche sur la rémunération 
du gouvernement de !’Ontario aux enqué- 
tes de notre Bureau afin d’obtenir tous les 
renseignements désirés en une seule en- 
quéte. Le Bureau a de nouveau collaboré 
avec le Conseil national de recherches a 
l’étude sur les salaires du personnel scienti- 
fique et professionnel, et avec le ministére 
de la Main-d’oeuvre, a une enquéte sur les 
exigences a prévoir et les taux de recrute- 
ment des nouveaux dipl6meés. 

Pour la plupart des études de recherche 
sur la rémunération, les renseignements 
furent obtenus au moyen d’entrevues avec 
des fonctionnaires de plusieurs centaines 
de sociétés et institutions. Cette collabora- 
tion est essentielle au succés du travail du 
Bureau. Comme cette information nous 
est confiée a titre confidentiel, la plupart 
des rapports du Bureau sont confidentiels 
et leur diffusion est restreinte. 
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ADVISORY SERVICES 


We continued to offer management con- 
sultant services to departments and agen- 
cies through the Management Analysis 
and Organization Divisions of our Advi- 
sory Services Branch. 


The Management Analysis Division car- 
ries out studies of management problems 
and recommends solutions, does research, 
produces guides and gives training courses 
in management techniques. The division 
works in three main areas: 

e management review— organization, 
procedures and methods analysis gen- 
erally, and work measurement and 
standards; 

e management information systems— 
electronic data processing and office 
mechanization; 

® management sciences — operations 
research and related mathematical 
and statistical techniques. 


During the year, 37 major and 12 minor 
projects were started and 23 others were 
completed in 46 departments and agencies. 
In 1965, 23 major and 108 minor projects 
were started and 23 completed. During 
1966, the division also made 127 special 
informal studies which did not call for the 
normal extensive gathering of facts or the 
production of a formal report. 


There was a marked increase in the num- 
ber of inter-departmental surveys during 
the year. Five surveys were completed and 
six are still in progress compared with 
three completed and three started during 
1965. These surveys included a study of: 


e departmental and agency manuals on 
policies and procedures; 

e the feasibility of a central travel office 
for departments in the Ottawa area 
to replace individual departmental 
Offices; 

e a central reporting system for elec- 
tronic data processing (EDP) instal- 
lations throughout the government; 
and 

e the development of a mathematical 
model for use in determining pas- 
senger vehicle policy and practice in 
departments. 
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During the year, the division created a 
management sciences group which worked 
to solve operational problems by mathe- 
matical and statistical techniques for the 
departments of Transport and National 
Defence and interdepartmental assign- 
ments. The first two major surveys were 
completed and four are continuing. The 
group also advised the Canadian delega- 
tion at two international meetings dealing 
with separation standards for Atlantic air 
lanes. 


Emphasis in the Management Informa- 
tion Systems Group moved from EDP 
feasibility studies to the design of data 
systems for specific purposes, for example, 
a professional manpower register. 


Steps taken by departments to decentra- 
lize operations increased the amount of 
work now done outside of Ottawa by the 
management review group and it spent 
considerable effort during the year on the 
development of file classifications for var 
ious departments. 


The management analysis training pro- 
gram was continued throughout 1966 and 
37 courses were attended by 728 officers, 
most of whom were at the senior and inter- 
mediate levels. This program had a num- 
ber of changes during the year: 


e a start was made in extending the 
program to centres outside of Ot- 
tawa; and 


e a new series of methods-time mea- 
surement courses was begun and 
MTM practitioner certificates were 
issued to 19 graduates. 


The number of requests for studies by 
the Organization Division increased again; 
from 14 to 17. Requests for these studies 
came from departments or agencies and 
from the Treasury Board. The scope of the 
analyses was varied: in some it included a 
whole department; in others, it was re- 
stricted to specific functions within a de- 
partment; and in still others, it covered 
interdepartmental activities. The division’s 
officers also provided assistance to depart- 
ments and agencies in the organization of 
their personnel services. 


SERVICES CONSULTATIFS 


Nous avons continué d’offrir des ser- 
vices consultatifs de gestion aux ministéres 
et organismes par l’entremise des Divisions 
de l’analyse de la gestion et de l’organisa- 
tion de notre Direction des services con- 
sultatifs. 

La Division de l’analyse de la gestion 
fait des études sur les problemes de gestion 
et recommande des solutions, fait de la 
recherche, rédige des guides et donne des 
cours de formation en techniques de la 
gestion. Le travail de la division porte sur 
trois grands domaines: 

e examen de la gestion — analyse géné- 
rale de l’organisation, des procédures 
et méthodes; mesure et normes du 
travail; 

e systémes d’information de la direc- 
tion — informatique et mécanisation 
des bureaux; 

e les études mathématiques — recher- 
che opérationnelle; techniques ma- 
thématiques et statistiques connexes. 

Au cours de l’année, la Division a entre- 
pris 37 grands projets et 12 projets secon- 
daires, et en a terminé 23 autres dans 46 
ministéres et organismes. En 1965, elle 
avait entrepris 23 grands projets et 108 
projets secondaires et en avait terminé 23. 
En 1966, la division a également effectué 
127 études officieuses spéciales n’exigeant 
pas, comme les études normales, de vastes 
recherches ni de rapport officiel. 

Le nombre des enquétes interministé- 
rielles a augmenté de fagon marquée pen- 
dant l’année. Cing enquétes ont été 
terminées et six sont encore en marche, 
comparativement a trois terminées et trois 
amorcées en 1965. Ces enquétes compre- 
naient: 

e une étude des manuels de directives 
et procédures des ministeres et orga- 
nismes; 

e une étude sur la praticabilité d’établir 
un office de tourisme central pour les 
ministéres dans la région d’Ottawa 
afin de remplacer les différents offices 
ministériels ; 

e une étude d’un systéme central de 
rapports pour les ensembles électro- 
niques de tout le gouvernement; et 


e la mise au point d’un modele mathé- 
matique a utiliser pour déterminer la 
politique et la pratique concernant 
les véhicules de tourisme dans les 
ministéres. 


Au cours de |’année, la Division a créé 
un groupe des techniques de la gestion qui 
s’est employé a résoudre des problemes 
opérationnels, au moyen de techniques 
mathématiques et statistiques, pour les 
ministéres des Transports et de la Défense 
nationale, en plus d’assumer des taches 
interministérielles. Les deux premieres €tu- 
des importantes furent terminées et quatre 
sont en marche. Le groupe a également 
conseillé la délégation canadienne a I’oc- 
casion de deux réunions internationales 
sur les normes d’espacement des voies 
aériennes de |’Atlantique. 


Le groupe des systémes d’information de 
la direction s’est moins occupé que par le 
passé d’études de praticabilité d’informa- 
tique pour se pencher plutét sur la compo- 
sition de systemes de données servant a des 
fins précises comme, par exemple, un 
registre de la main-d’oeuvre profession- 
nelle. 


Les mesures prises par les ministéres 
pour décentraliser leurs opérations vers 
les régions ont augmenté la somme du 
travail fait a l’extérieur d’Ottawa par le 
groupe de l’examen de la gestion et il a 
beaucoup oeuvré au cours de l’année a 
mettre au point des classifications de dos- 
siers pour divers ministeéres. 


Le programme de formation en analyse 
de la gestion s’est poursuivi tout au long de 
1966 et 728 fonctionnaires, pour la plupart 
des niveaux supérieurs intermédiaires, ont 
participé a 37 cours. Certains changements 
ont marqué ce programme cette année: 


e un premier pas s’est fait en vue de 
mettre le programme de formation a 
la portée des centres a l’extérieur 
d’Ottawa; et 

e une nouvelle serie de cours sur les 
méthodes de mesure des temps a été 
amorcée et des certificats de praticien 
des MTM ont été remis a 19 dipl6- 
més. 
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With increasing frequency we are being 
asked to provide solutions to organization 
problems through the findings of the be- 
havioural sciences. Consequently, the divi- 
sion has increased its strength in the fields of 
political science, psychology, and sociology. 


It is also evident that the introduction of 
computerized information systems is hav- 
ing a significant effect on organizational 
Structure and the division will therefore 
devote more of its attention to develop- 
ments in this area. 


INCENTIVE AWARDS 


The last of the three new incentive pro- 
grams — the outstanding achievement 
award — was put into operation during 
1966 and the first award was made to Dr. 
Wilfred Benett Lewis, scnior vice-president 
(science) of Atomic Energy of Canada, 
Limited. 

The award, consisting of acitation signed 
by the Prime Minister and a cheque for 
$5,000 was presented to Dr. Lewis by 
Madame G. Vanier in a ceremony at Gov- 
ernment House. The award is given for an 
outstanding contribution to the public ser- 
vice which has resulted in national or 
international interest. Dr. Lewis was given 
the award for his influence and untiring 
efforts in developing Canada’s unique nu- 
clear power reactor system. This system has 
received world-wide acclaim and_ has 
meant that Canada is one of the leading 
nations in the peaceful use of atomic energy. 


For the fourteenth year, awards were 
granted to public servants for suggestions 
that resulted in saving or increased efficien- 
cy. Savings totalling more than $1,038,700 
resulted from the implementation of 676 
suggestions and more than $37,240 was 
paid to employees whose suggestions were 
used. The largest single award was made to 
W. G. Weese, a technical officer with the 
Department of National Defence (RCAF) 
in Ottawa. He received $3,310 for a modi- 
fication to ground controlled approach 
radar equipment which saved $522,800 for 
the government. 

A total of 4,825 Long Service Award 
Pins and Brooches were distributed during 
1966 to 38 departments and agencies for 
presentation to 3,965 men and 860 women 
who had completed 25 years of con- 
tinuous service in the Public Service of 
Canada. 
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Le nombre des demandes d’étude pré- 
sentées a la Division de l’organisation a 
de nouveau augmenté. II est passé de 14 
a 17. Ces demandes viennent de ministéres 
ou organismes et aussi du Conseil du 
Trésor. L’ampleur des analyses varie beau- 
coup. Certaines portent sur un ministére 
tout entier; d’autres, seulement sur cer- 
taines fonctions particuli¢res dans un mi- 
nistére; et d’autres, enfin, sur des activités 
interministériel!es. Les agents de la division 
ont également apporté une aide aux minis- 
téres et organismes dans l’organisation de 
leurs services de personnel. 


Il nous est de plus en plus souvent 
demandé de fournir des solutions a des 
problémes d’organisation au moyen des 
constatations du béhaviorisme. Par consé- 
quent, la Division a accru son personnel 
spécialisé en science politique, en psycho- 
logie et en sociologie. 

Il est en outre évident que l’introduction 
des systemes d’ordinateurs exerce un effet 
profond sur la structure d’organisation et 
par conséquent, la division se penchera 
davantage sur les innovations dans ce 
domaine. 


PRIMES D’ENCOURAGEMENT 


Le dernier des trois nouveaux program- 
mes d’encouragement, celui de la prime 
pour réalisation exceptionnelle, a été mis 
en oeuvre en 1966 et le premier récipien- 
daire et été M. Wilfred Benett Lewis, 
premier vice-président (Science) de l’Ener- 
gie atomique du Canada, Limitée. 

Cette distinction, quicomprend une cita- 
tion signée par le premier ministre et un 
chéque de $5,000, fut présentée a M. Lewis 
par Mme G. Vanier lors d’une cérémonie a 
la résidence du Gouverneur général. 

Cette prime est accordée pour récom- 
penser une contribution exceptionnelle au 
service de |’Etat qui a eu un retentissement 
national ou international. M. Lewis a regu 
cette distinction pour son influence et son 
incessant labeur qui ont permis au Canada 
de mettre au point un systéme électro- 
nucléaire unique en son genre, admiré du 
monde entier et grace auquel le Canada 
est devenu l’un des chefs de file dans l’utili- 
sation pacifique de l’énergie atomique. 


Pour la quatorziéme année, des primes 
ont été accordées a des fonctionnaires en 
récompense de propositions qui ont en- 
trainé des économies d’argent ou une 
efficacité accrue. Les économies réalisées 
grace a la mise en oeuvre de 676 proposi- 
tions ont atteint plus de $1,038,700 et les 
auteurs des propositions mises en oeuvre 
ont recu plus de $37,240. La prime la plus 
importante a été accordée a M. W. G. 
Weese, agent technique du ministére de la 
Défense nationale (ARC) a Ottawa. I] a 
recu $3,310 pour une modification appor- 
tée a l’équipement radar de contrdle au sol 
des approches qui a fait économiser 
$522,800 au gouvernement. 

Au total, 4,825 épinglettes et broches de 
longs services ont été distribuées en 1966 a 
38 ministéres et organismes pour étre pré- 
sentées 4 3,965 hommes et 860 femmes qui 
avaient terminé 25 années de services con- 
tinus dans la Fonction publique du 
Canada. 
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personnel. Plus particuli¢rement, nous re- 
mercions nos employés de leurs efforts 
incessants, de leur appui et de l’enthou- 
siasme quils ont manifestés en nous 
aidant a faire de la Commission du ser- 
vice civil une agence capable de répondre 
efficacement aux besoins en personnel de 
la fonction publique. 


Sylvain Cloutier 
Commissaire 
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ANNEXES 


Appendix A 


APPOINTMENTS, SEPARATIONS, AND PROMOTIONS 
UNDER THE Civil SERVICEZACE 


1964, 1965, 1966 


1964 1965 1966 
Number of employees under the Civil 
SELVIGEAClnaimis ces ehevi ae onion ena sel cer ieee: 138,666 140,206 145,783 
Nevwappoimtments to the senvicesnen eee 19,199 21,700 21,979 
SEDAaratiOns* ree oes. ate koa Ae ee ee 13,162 14,546 14,343 
PLOMOWONS ain nrc Gees ei cia eee ee 18,536 20,475 18,749 


a ee re ee | eee 
*Excluding term and summer employees. 
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Annexe A 


NOMINATIONS, DEPARTS, PROMOTIONS ET MUTATIONS DES 
EMPLOYES RELEVANT DE LA LOI SUR LE SERVICE CIVIL 


1964, 1965, 1966 


1964 1965 1966 
Employés relevant de la Loi sur Je 
SCA CCICIV IL Nee cee ccaerernsie Sei tenee ct womans 138,666 140,206 145,783 
INouvellesmominationsmamrereicimeia son ae 19,199 21,700 21,979 
NDC PATS Sroret tga cre ones tire cues eoncta de Saeke coe ay esa oes 13,162 14,546 14,343 
REOMOMONS eee erat oes ere ae a toe mee eee 18,536 20,475 18,749 


*Exclut les engagements pour une période déterminée et le travail d’été. 
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Appendix B 
COMPOSITION OF FEDERAL GOVERNMENT 
as of September 1965 and 1966 


Departmental Branches, Services and Corporations 


Employees under the Civil Service Act 
Fulltime tee cee See 
Part=tinme rs. ac, cates octane ee rer eer eRe ieee neni 


OthermSalariediEmployeesnan. cee eer eee 


Rrevailine Rate, Employees acacia erie cient 
Ships Officersvandi@rewsen.- eee eee ee 
Casualssand Otherssegyerne fete ecient ee eee 


Total, Departmental Branches, Services and 
GOLPOratlOnss as sc tases ete aera erate cree 
Crown Companies 


ee) (Sele, “8) 8) \6.\6' 9.10 (a) a6 wie, 18) 6 |e wl e's, w) (016; 's (0) e/elie (eB €) 615m (eae) ene e) 6 


Total, All Employees, Federal Government............. 


Source: Governments Section, 
Governments and Transportation Division, 
‘ Dominion Bureau of Statistics. 
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EMPLOYMENT 

1965 1966 
139,631 145,181 
575 602 
140,206 145,783 
26,710 33,511 
166,916 179,294 
21,621 21,347 
3,818 4,016 
18,722 21935 
211,077 225,892 
143,073 146,084 
354,150 371,976 


Annexe B 


COMPOSITION DE L’EMPLOI AU GOUVERNEMENT FEDERAL 


Septembre 1965 et 1966 
Directions et services de ministéres et sociétés 


Employés relevant de la Loi sur le service civil 
LD VOCS NINN 0 aon dove co cOcdoataon sooo godnoOsc 
Emplois discontinus 


a 


Autres employés a traitement 


eee eee eer e sere reer eeeseesesene 


EMpPLOVestaleta Uxere OMaANtSwenamp mieten eetee tater =e ar 
Officiers et équipages de navires 
Employés intermittents et autres 


eee ee eee reece eer ere ee eee eene 


Cer 


Total, directions et services de ministéres et sociétés 


eeeeee 


Sociétes della Couronne. em aside ciuntacee cio crotelciatssbisiere avons 


Total, tous les employés du gouvernement fédéral........ 


DOCUMENTATION: Section des gouvernements 
Division des gouvernements et des transports 
Bureau fédéral de la statistique 


1965 


139,631 
SUS) 


140,206 


26,710 


166,916 


21,621 
3,818 
18,722 


211,077 


143,073 


354,150 


1966 


145,181 
602 


145,783 


33,511 


179,294 


21,347 
4,016 
21,235 


225,892 


146,084 


371,976 
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Appendix E 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY METROPOLITAN AREA AND SEX 


as of September 1965 and 1966 


All Employees Number of Number of 
a Male Female 
Location Number % of Total Employees Employees 


1965 1966 1965 1966 1965 1966 1965 1966 


StaOnnis eens 1,234 1,304 0.9 0.9 1,031 1,074 203 230 
Halifax... tae sue 5,066 5,143 3.6 3) 3,623 3,704 1,442 1,439 
Saint John, N.B.....| 1,276 1,304 0.9 0.9 917 923 359 381 
OuebeciCityea.. 24.5 2,884 2,990 2.1 2.1 2 Ae 2,254 i2 736 
INontrealemeterieee 14,257 | 14,968 10.2 10.3 11,218 | 11,759 3,039 3,209 
Ottawa-Hull........ 38,094 | 39,887 2S QS 23,678 | 24,667 | 14,416 | 15,220 
MOTODtO a. neieeeree 13,914 | 14,398 10.0 9.9 10,689 | 10,970 3.225 3,428 
Hamilton 1,422 1,499 1.0 1.0 1,090 1,120 332 379 
Kitchener-Waterloo. . 634 682 0.4 0.5 SuL7/ 542 Nave 140 
Londontn. cm aescer 3,051 3,165 ps 222 2,154 2,218 897 947 
Witt S OT ce veeet ere ete 1,087 E122 0.8 0.8 921 930 166 192 
SUCDIUTY A eee 296 362 0.2 0.2 210 245 86 117 
Winnipesacateeie eee D352 5,513 3.8 3.8 3,943 4,059 1,389 1,454 
REGINA» ere shevehey< caters te tee ASD 7A Fleet Berar OLD Rees oxerneye SAS al ee chee ae 395 
Saskatoon terme sees BO333 18 ccorste sere QUT Waieechrecs Th) Mase rere ec 246 
Caloatyin..cree rer 2,384 2,481 se ET 1,765 1,816 619 665 
Edmonton......... 3,862 3,893 2.8 2 2,834 2,853 1,028 1,040 
Wancouversemn eee (al23 UBS Sell 55! 5,266 5,347 1,857 2,028 
Wictoridie settee seine 2,877 2,967 Del 2.0 1,972 2,013 905 954 
Total, All Metro- 

politan Areas..... 104,793 | 111,360 Tey 76.7 74,000 | 78,160 | 30,793 | 33,200 
Other Locations....| 34,838 | 33,821 24.9 2333 28,071 | 27,193 6,767 6,628 


Total, All Locations .| 139,631 | 145,181 | 100.0 100.0 | 102,071 | 105,353 | 37,560 | 39,828 
EEE SSS 


Source: Governments Section, 
Governments and Transportation Division, 
Dominion Bureau of Statistics. 
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Annexe E 


REPARTITION DES EMPLOYES PAR ZONE METROPOLITAINE ET 
SELON LE SEXE — EMPLOIS CONTINUS 


Septembre 1965 et 1966 


Tous les employés Nombre Nombre 
TT des des 
Endroit Nombre % du total hommes femmes 


1965 1966 1965 1966 1965 1966 1965 1966 


StaJeank cistera ce ere sis 1,234 1,304 0.9 0.9 1,031 1,074 203 230 
Halifax naeretstae.s 5,066 5,143 3.6 35 3,623 3,704 1,442 1,439 
St-Jean (N.-B.)...... 1,276 1,304 0.9 0.9 917 923 359 381 
QUEDEC Hs aie sieseestesiers 2,884 2,990 Dat Dal Ge 2,254 he 736 
Montréal rca. oot 14,257 | 14,968 10.2 10.3 1121S MiedS9 3,039 3,209 
Ottawa-Hull........ 38,094 | 39,887 Die DUS 23,678 | 24,667 | 14,416 | 15,220 
SLOLONLOM eateries 13,914 | 14,398 10.0 9.9 10,689 | 10,970 3,225 3,428 
iamaltontnre sess 1,422 1,499 1.0 1.0 1,090 1,120 332 379 
Kitchener-Waterloo. . 634 682 0.4 0.5 517 542 iAFal 140 
Moandonesees sess 3,051 3,165 99 DD) 2,154 2,218 897 947 
Windsoress. sce 1,087 1122 0.8 0.8 921 930 166 192 
Sudbunyeere. ce tones 296 362 0.2 0.2 210 245 86 117 
Winnipeg apis. fr.ae 5,332 Sys) 3.8 3.8 3,943 4,059 1,389 1,454 
ROsAy. Wek ores in Lecab ores DT AG pieces or Ole also Secrets HE) ero asor 395 
Saskatoon se ome te Soe ae sess LOS Bii nares Osea learners STA are ete 246 
Galaanye casa eee. cc's 2,384 2,481 tha ey 1,765 1,816 619 665 
Edmonton, ..2). «>. 3,862 3,893 2.8 Del 2,834 2,853 1,028 1,040 
Vancouver)... 6... .- Us oB Uses 5.1 Sal 5,266 5,347 1,857 2,028 
IViACCODIA Seu etebts erecerets 2,877 2,967 2.3 2.0 1,972 2,013 905 954 


ee | | 


Total, toutes les zones 
métropolitaines. . .| 104,793 | 111,360 1PM 76.7 74,000 | 78,160 | 30,793 | 33,200 
Autres endroits..... 34,838 | 33,821 24.9 2333 28,071 | 27,193 6,767 6,628 


a | | ET 


Total, tous les endroits| 139,631 | 145,181 | 100.0 100.0 |102,071 | 105,353 | 37,560 | 39,828 


DOCUMENTATION: Section des gouvernements 
Division des gouvernements et des transports 
Bureau fédéral de la statistique 
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Appendix F 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY DEPARTMENT 


as of September 1965 and 1966 


Number Percentage 
of of Total 
Department Employees Employees 

1965 1966 1965 1966 

RostiOmce Oy. «3. kde a Oo ee ee 25,639 27,039 18.4 18.6 
National Defence... me aan eae eer eae 24,497 23,714 17.6 16.3 
NationalbRievenuie. 2ia.: Saunt eee eee ae 13,742 14,322 9.8 99 
STANDS POR S soc. s1s ba eee ee ae 10,701 11,287 Usd) 7.8 
Weterans; Autairs,. 4 Ay. nied acne eee 10,741 10,491 Well UP 
ASTICUIIUTEL SM... See ee ee oe 6,458 6,703 4.6 4.6 
Manpowerand Immistration een ene een ene 2,806 6,531 2.0 4.5 
Public Wotks..... wiht ce eGo ewe ae ks oe SEALE 5,731 4.1 3.9 
Unemployment Insurance Commission........... 5,158 5,164 Ball 3.6 
Comptrollér of the Tréasury.c04 2. s65.6. 20. k 4,336 4,414 B)5ill 3.0 
National Health and Welfare................... BP28i, 3,788 2.4 2.6 
Energy Mines cok eSOUnCES eee aie meena 2,695 3,182 1.9 PIepe 
Indian Affairs & Northern Development......... 1,872 2,974 133 2.1 
Défence Productiongse.. .. dec. de a eect 282 PTS 1.8 1.9 
Dominion BureawlomStatisticsa. nee ee eee. ae 2,213 Ze D 1.6 1.8 
External Alfairs:,...ts3 aaa mee reste ase 1,915 2,057 1.4 1.4 
Drddé.and'Commerces.£. se Mee eee... 5 ae 1,424 1,562 1.0 ei 
Bisheries fits nts rene ae eee Dae eee 1,306 U3 57/5) 0.9 0.9 
Royal Canadian Mounted Police................ 1,307 1,342 0.9 0.9 
POR OSUEY 6 we 47utk OF: biicn Prat eeeenet enter echaarrey 1,038 1,259 0.7 0.9 
Sectetaryiot State. oxo scee ee eee 940 1,073 0.7 0.7 
Civil Servite Commission... ote. eae! 863 943 0.6 0.7 
Oihlions «5. oF Ss-a8 «Gale eh ee Pe ok Be 8,444 4,882 6.1 3.4 
Total SAll Departments) 4 see. 2 Se) A. 139,631 145,181 100.00 100.00 


a a ee NI 


Source: Governments Section, 
Governments and Transportation Division, 
Dominion Bureau of Statistics. 
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Annexe F 


REPARTITION DES EMPLOYES 
PAR MINISTERE — EMPLOIS CONTINUS 


Septembre 1965 et 1966 


Pourcentage du 


Nombre nombre total 
Ministére d’employés d’employés 

1965 1966 1965 1966 

MO SLES HT eetaecic ie aralovsiotera) srovedemueisronereht omoueus, Srorerone\ av ororchs 25,639 27,039 18.4 18.6 
Detensemationale. <2. stwes clei els oe vi ete isicleue 24,497 23,714 17.6 16.3 
BREVEDND MATIOMALS «cc a-o = pisteves sl otane ove ths aiay olcde ote teke’s 13,742 14,322 9.8 9.9 
THR eS Shon dogaamaudos aocooNdousooeDudoue 10,701 11,287 Bi 7.8 
Affaires des anciens combattants................ 10,741 10,491 Teil ez 
A OICHIEDIO Rasch ceeds vee cotieee ceinee aris «ue 6,458 6,703 4.6 4.6 
Main-d’oeuvre et Immigration.................- 2,806 6,531 2.0 4.5 
ERAN ANb joLUlO) ICS. ta ao ooo SUEGboe oon UObO Abdo oD Sa I/7/ 5,731 4.1 3.9 
Commission d’assurance-ch6Omage .............. 5,158 5,164 By 3.6 
Controleutr du PreSOmee tcl sisrererehe sre. slelor eles os) s1< 9) 4,336 4,414 Biel 3.0 
Santé nationale et Bien-étre social..............- 3,287 3,788 2.4 2.6 
Enereie: Minesiet RESSOULCES!. coritts cielo ertlele sieie.> 2,695 3,182 1.9 22, 
Affaires indiennes et Nord canadien............. 1,872 2,974 1.3 Del 
PrOguctiOn ide deleMmSew-)-ke a clisieieaueiere oieieleisiorelesniens 2.532 2413 1.8 1.9 
Bureau fédéral de la statistique..............6-. 2,213 D2 SYS 1.6 1.8 
ATT AITeS: CXLETICUILES vier ais cre, o1sibin Crelste efeier eloreiere 661 <1 1,915 2,057 1.4 1.4 
N® OTUITIETCE eroererae oa ater elateicree eetersies a oleic se caetov 1,424 1,562 1.0 1.1 
RE CHELIES ie cre ciele sxe tohe eee. Salone wleyotonare les eleben sic as fous 1,306 STS 0.9 0.9 
Gendarmerie royale du Canada.............006. 1,307 1,342 0.9 0.9 
BOS GS ale oes tc Goris Grice Cb baonson movment 1,038 1,259 0.7 0.9 
SeCIClablat Cuelab acre sme cmleieickesieriae es etcbohe cil colel= 940 1,073 0.7 0.7 
Gommmission dtusetvice Civill. imitate cieleisle nel sere 863 943 0.6 0.7 
PNTIELES MMMISCCTES oe cle ete ac si hele eieinteystorsteteler= os) orete 8,444 4,882 6.1 3.4 
Total, tous les miinisteres:. . 60). <6 oS Sie oie < 139,631 145,181 100.00 100.00 


a T 


DOCUMENTATION: Section des gouvernements 
Division des gouvernements et des transports 
Bureau fédéral de la statistique 
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Appendix H 


DISTRIBUTION OF FULL-TIME CIVIL SERVICE EMPLOYEES 
BY SALARY GROUP 


as of September 1965 and 1966 


Number Percentage 
of of Total 
Salary Group Employees Employees 
1965 1966 1965 1966 
Under: $: 2000 c4 sacs igsdeheteta a: fens ects steeetee aeae — — — — 
2,000 =: 2,499) oe ake ae ore ee ete le ae at 3,498 597 PIS) 0.4 
2,500)=; 2999) Hoke a's Kote tee etree eisres 8,080 6,694 5.8 4.6 
3,000) 349 Ocha ce auetags Cone hetetelouons lets exe 10,243 10,589 13 Ue 
3,500! 3,999) .707. evevrcha ems acre ievoretorrcrns are 16,783 17,464 12.0 12.0 
A,000'= 4,499... win Mero oueaeecte celeers 20,831 16,300 14.9 Wo 
4,500. =) 4,999 semi easoeneer eaees 19,644 22,716 14.1 157 
5,000.) Si499 ce. tlc rare site etch fete tetas = afoter 19,322 22,484 13.8 iS)s5) 
5,500 =) 5,999 j.cisievercle tote any srevskerettetstore ate 12,467 11,039 8.9 7.6 
6,000 =16:499 5 alesse venerseheramevesietmeueeie ke 6,951 8,929 5.0 6.2 
6,500) = 65999); 22 We secrete ate even teteee eee 4,288 4,835 B51 8.8) 
TO00'=) TiA99 ie «ati rane tee eters es 3,343 4,295 2.4 3.0 
Ts D00 ES T9995 coats tavsun teste cele tense 2,920 2,627 2.1 1.8 
8; 00Quea! 8499 i. 0.1575 aventets eacle erebs ater stone hake ee 2,209 2,495 1.6 e7/ 
8,500!) 8,999 oink cols. Sie ow ate ctanione ates ols 1,270 2,130 0.9 IES 
9 O0O f=) (95499 0 cine ouciatcate site iam crore 1,866 1,547 1.4 it 
95500 = 9,999 erence te cate eines 863 Westy 0.6 1.0 
110;000'= 10,999 on5. Giitew Gu atorote ta cttetetsiere at 1,704 3,066 122 2 
11,000 =11,999'. 5. ic ce, erecta Maxey ee 734 1,261 0.5 0.9 
12,000 =, 12,999... & cnnauoeaieitentey eptoniss 943 1,258 0.7 0.9 
13:000"=)13,999:. cise s ervetes ree ote are ee 426 631 0.3 0.4 
14 000:=7141999) aie arom hexe reuse tte) eerer nator 320 917 0.2 0.6 
ES: 000 215 900 i Fook ee aa het rac ata ee 407 351 0.3 0.2 
1G.000;and Ovetae cerita eee eee 519 1,439 0.4 1.0 
Total, AU Salary Groups ¢...ceee ex. <n eee 139,631 145,181 100.0 100.0 


Source: Governments Section, 
Governments and Transportation Division 
Dominion Bureau of Statistics. 


Annexe H 


REPARTITION DES EMPLOYES PAR GROUPE DE TRAITEMENT— 


EMPLOIS CONTINUS 


Septembre 1965 et 1966 


Pourcentage du 


Nombre nombre total 
Groupe de traitement d’employés d’employés 

1965 1966 1965 1966 

MOT GAYA UA atracy oboe occ Oe eee — — — a 
DOOR ae2 4 99 eet corey raelersr ie ciesetorsn 3,498 597 Dees, 0.4 
De SOO a 2, 99 OA meets veisis) ais ahek ctevtoie wie: eiav the 8,080 6,694 5.8 4.6 
SOOO ma SHAG Ou remeraiere ics ccromsne sie wie rerete 10,243 10,589 1s: 1-8) 
SeVo SENS Ws ganoe nooo anaee 16,783 17,464 12.0 12.0 
A OOO SFA 99 errs cee soi verus ey Nate sore 20,831 16,300 14.9 ie? 
ARS OO = 4999) osc: ceerstayentbatss weasisisieen 19,644 22,716 14.1 Sei 
52000'= 8 5:499 ryatAciers scree bee e 19,322 22,484 13.8 iIS)5) 
ES OOF re 5-999 rein Saray have) rar ciahe oon 12,467 11,039 8.9 UAE 
C000 =m G49 Dery, @ secaiaee tos ois ee. arors 6,951 8,929 5.0 6.2 
eS OO C1999 ara yt aera clercroel chavere pines 4,288 4,835 3.1 3.3 
TEUU UES 1 Oe ae Ae ols Coemhern cl pee ee aes 3,343 4,295 2.4 3.0 
SOUR O9OD ranarsye destere en ee er a/s 2,920 2,627 Dall 1.8 
SOOO aS A909 e teen sieysiocieuva ck sue aetna 2,209 2,495 1.6 hey 
SES Oa S999 Fe Wats com ctare areied cranctora at owexe 1,270 2,130 0.9 165 
OOO = 9.499 8 oe ae. cents ere ime 1,866 1,547 1.4 eal 
9. 500'=) 9,999)... eeeies cate. e 863 1,517 0.6 1.0 
1OFOOO!= 105999 ve aia eversveret neue oreo rete 1,704 3,066 ge il 
NTP OOO R019 99 Wy aacereia cue corioternereh renere ee 734 1,261 0.5 0.9 
12000 12:99 9 eae ear casio evar oc 943 1,258 0.7 0.9 
3 OOOi= 113.999 re ee crerla er ciomtcriece © siete oes 426 631 0.3 0.4 
TA OOO)=814 909 ere nis ea riensiet iota. 320 917 0.2 0.6 
LS1O00 415,999 eee eee reece ae 407 351 0.3 0.2 
LEO00FandloOvernan -.e ete 519 1,439 0.4 1.0 
Total, tous les groupes de traitement............ 139,631 145,181 100.0 100.0 


DOCUMENTATION: Section des gouvernements 
Division des gouvernements et des transports 
Bureau fédéral de la statistique 
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ROGER DUHAMEL, r.z:s.c. 
Queen’s Printer and Controller of Stationery 
Ottawa, Canada 
1967 
SC 1-1966 


ce 


ROGER DUHAMEL, m.s.rz.c. 
Imprimeur de la Reine et Contréleur de la Papeterie 
Ottawa, Canada 
1967 
SC 1-1966 
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